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J-00-00 PURPOSE

The BBS Staff Manual System serves as an official medium for
providing instructions and information to BBS employees on
administrative management, financial management, personnel
management and related activities. This chapter describes the
system and the standards and procedures applicable to its
operation.

ADMINISTRATIOB  OF TEE SYSTEM

A. The Office of Management and Acquisition (OMAC),  Office
of the Assistant Secretary for Management and Budget
(AS=), Office of the Secretary (OS), oversees the
administration of the BBS Staff Manual System through the
BBS Staff Manual Coordinator. The BBS Staff Manual
Coordinator is responsible for establishing standards for
style and distribution of staff manual material,
monitoring the use of these standards; coordinating the
printing and distribution of staff manual material; and
providing technical assistance to elements of the
Department on directives management.



HE8 Chapter l-00
General Administration Manual

Page 2

HE8

B.

c.

'D.

E.

F.

Transmittal 91.02 (07/31/91)

The Office of Human Resource Programs (OBRP), Office of
the Assistant Secretary for Personnel Administration
(AS-W r OS, coordinates the development and preparation
of H?IS Personnel Manual material issued by ASPER. It
provides oversight on the distribution of these materials
and the materials issued by the Office  of Personnel
Management. It also establishes policies for the
issuance of personnel materials by other Department
components.

The Executive Secretariat, OS, provides OMAC with the
Secretary's policy management decisions for inclusion in
the BBS Staff Manual System.

OS Staff Divisions (STAFFDIVs) and Operating Divisions
(OPDIVs)  with functional responsibility for subjects
covered by the BBS Staff Manual System are responsible
for developing and updating directives on those subjects..
OMAC maintains mailing lists for BBS staff manuals,
prints and distributes staff manual material developed by
OS and other components of the Department. OMAC also
distributes manual material issued by the General
Services Administration and Office of Personnel
Management.

Each OPDIV, STAFFDIV, and OS Regional Office oversees the
effective use of the BBS Staff Manual System within its
own organization. This oversight responsibility
includes:

1. Development and publication of supplements, where
necessary. All supplements must conform to
Department policy.

2. Development and publication of new directives on
topics not covered or planned to be covered by the
Department, after consultation with the appropriate
STAFFDIV.

3. Designation of one or more directives distribution
coordinators (see Exhibit 1-00-F) to control the
distribution of staff manual material within the
component or office.
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J-00-20 NES STAFF MANUALS

The BBS Staff Manual System provides instructions and
information to BBS employees through a series of manuals.
Exhibit 1-00-A, BBS Staff Manuals, lists the manuals;ofas
KHS Staff Manual System (except the personnel M nual
provides the following information about each mEnual:'

-- Summary and scope of its contents
-- Explanation of how and when to use it
-- Responsible OPDIV or STAFFDIV

Each manual (with,two exceptions) deals with a single
administrative subject (e.g., accounting, travel). The
exceptions are the:

. .
Qraanlzatlon  Manual which describes the organizational
structure of the Department, the functions performed by
each organization, and the program authorities assigned
to each organization.

General Administration Manual which contains instruCtiOnS
and information on subjects not covered by the other
manuals. Using the Orcfanization  Manual the ASMB will
identify the responsible offices for &se chapters with
subject areas that are cross cutting.

Exhibit 1-00-B, Structure of BBS Staff Manuals, outlines the
general structure recommended for manuals.

DESCRIPTION OF DIRECTIVES

A. .Tvr>es of Directives. The directives used in the BBS
Staff Manual System are:

1. Secretarial Directives-- Secretarial Directives are
described in Chapter l-05.  of this manual.

2. _ChaDter--the medium for issuing continuinq
instructions. (In the Personnel Manual, chapters
are called instructions.)

3. Circular--the medium for issuing temnorarv
instructions, including those requiring action of
a one-time nature.

---. 4. Exhibits--attachments to other directives which
supplement instructions contained in those
directives.
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5. Transmittal--the covering document
chapters and describe the material
theIll.

used to transmit
contained in

B. F rmat and N-et Svstem Exhibit 1-00-D, Guidelines
f& Preparing and Processing Directives for the BBS Staff
Manual System, illustrates the formats and the numbering
systems of these directives..Eeuulation.  Materiel Ma

The =S Aca&sition  .
naeent .and Telecscatior

Manuals use the numbering systems of the Federal
regulations upon which they are based. The introduction
of these manuals explains their numbering systems.

3-00-40  DEVRLOPMRRT  OF DIRECTIVES

A.

B.

c.

D.

Resnonsibilitv for Development Each STAFFDIV or OPDIV
with functional responsibility'for subjects covered by
the manual system is responsible for developing, updating
and cancelling directives on those subjects. This
responsibility includes making certain that directives
are accurate, current and complete; preparing directives
for publication; and complying with the requirements of
this chapter.
Prenaration The responsible STAFFDIV or OPDIV should
follow the guidelines of Exhibits 1-00-C, Guidelines for
Writing Directives for the BBS Staff Manual System, and
1-00-D, Guidelines for Preparing and Processing
Directives for the BBS Staff Manual System. .

Review and Clearance. The responsible OPDIV or STAFFDIV
should provide other concerned OPDIVs  or STAFFDIVs  and
Regional Offices the opportunity to review and comment on
proposed directives before publication in the manual
system. For example, any directive that contains a
Department policy or practice which may affect conditions
of employment must be coordinated with the Office of
Human Relations, ASPER, OS, prior to final formulation of
the directive.

ADDrOW The approving official must sign each
dire&iv;  before it can be published in the manual
system. The signature appears on transmittals for
chapters. For circulars, transmittals are not used; the
signature appears on the last page of the circular
itself. Within OS, the approving official is the head
of the responsible STAFFDIV or the official who has
functional resbonsibilitv  for the subject matter._ ---- ---__-- - -- -~ -~~-~
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Effective Date. The effective date of a directive is the
issue date unless otherwise noted in the dkective  or its
transmittal. The issue date appears in the heading of
each page of a directive, as shown in Exhibit 1-00-D.

.feet on Previous Direct ives . Any directive issued in
the manual system states the official position of the
issuing organization as of the issue date. It supersedes
any previous directive (issued by the issuing
organization) which is in conflict with it.
Suoolements  and New Directives OPDIVs, STAFFDIVs, and
OS Regional Offices may issue: '(1) supplements to
material in the manual system; and, (2) new directives on
topics not covered or planned to be covered in the system
by the Department. OPDIVs may authorize their major
subordinate elements to issue supplements.

- A. Directives Distribution Coordinators
1. Desionation The chief administrative official of

each OPDIV kd each Regional Office (OS offices
only) should designate a directives distribution
coordinator (DDC). Within OS, the HRS Staff Manual
Coordinator serves as the DDC, with the STAFFDIV
administrative officers or executive officers
generally serving as liaisons to the OS DDC. Each
agency will provide the HKS Staff Manual Coordinator
with the name, address, and telephone number of each
such coordinator and the service area.

2. &rea  Served. DDCs for each OPDIV serve the
headquarters, field and each Regional Office of
their respective organizations. The OS Coordinator
in the Regional Office serves only the Office of the
Regional Director, Regional Administrative Support
Center, and the OS STAFFDIVs located in the Regional
Office. The HRS Staff Manual Coordinator controls
the distribution for all headquarters offices of OS.
See Exhibit 1-00-F for a Directives Distribution
Coordinators list.
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3. Services. Each DDC provides these services
with!.n the service area:
a. Reviews requests for and orders, as needed,

copies of manual and individual directives from
OMAC for employees in the service area.

b. Requests OMAC to make changes to the mailing
list for each manual, as requested by officials
in the service area.

c. Updates periodically, or upon request from the
HHS Staff Manual Coordinator, the distribution
list for each manual.

B. mlina  Lists
OMAC maintains a mailing list for each staff manual and
uses that list to distribute material for the manual.
OMAC compiles and updates the list from the information
received from the DDCs.

Exhibit 1-00-E, How to Order Manuals and Individual
Directives, explains the process for inclusion on the
mailing list and how to order manuals and individual
directives.

-00-60 REOUEST  FOR CRANGE  TO MANUALS

Any STAFFDIV or OPDIV that wishes to create a new manual,
discontinue a current manual, make substantive changes to an
existing manual or add a new part to the, GeneraL

ManugL  should request approval of the change
ty Assiskant  Secretary for Management and

Acquisition, ASMB, OS, during the initial planning stage. The
request should explain the change and why it is essential.
-00-70 REOUEST FOR WALVER

Any STAFFDIV or OPDIV that wishes to obtain a waiver of any
provision of this chapter should make its request in writing
through its chief administrative official to the Deputy
Assistant Secretary for Management and Acguisition. The
request must state specifically why the waiver is needed and
how it will.assist  the requesting office and the users of the
manual. OMAC will maintain a complete file on each waiver
request.
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HHS STAFF NANUALB

This Exhibit lists each manual of the HHS Staff Manual System
except the pers  nnel Manucr_l  which is issued by the Center for
Human Resource krategic  Piking  and Policy, ASPER. It also
describes the content, intended users, and the STAFFDIV  or OPDIV
responsible for each manual. MIS employees may obtain more
information about each manual from the responsible office.

&CCOvNTING  HANDAL  provides instructions on accounting and
financial reporting operations within the Department. It sets
forth principles, standards, and other requirements prescribed by
the Comptroller General, the Treasury Department, the Office of
Management and Budget, and other control agencies.

Jntended  users: system accountants, operating accountants, and
other personnel responsible for management and accounting of
funds and for the financial reporting activities.

.pesponsible  office: Office of Finance (OF), ASMB, OS.

COMMUNICATIONS STYLE GUIDELINES contains instructions on how to
prepare and process letters, memoranda, and other forms of
correspondence.

Intended users : supervisors, stenographers, typists, and others
who prepare and process correspondence.

.P SDon  lb1 office: Executive Secretariat, Immediate Office of
tie SeZretw (01s) , OS.

7GEN ON8 contains policies,
procedures, and requirements governing the Department's emergency
'management, planning, and operations. It is the sole source for
all permanent directives pertaining to crisis management matters,
including major disasters, national emergencies, defense
mobilization, and other major catastrophes in which the
Department may be involved.

intended  users: personnel within the Department responsible for
planning or carrying out emergency preparedness activities.

B-office: Deputy Assistant Secretary for Health
Operations, Office of the Assistant Secretary for Health (OASH),
PHS.
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u contains instructions for carrying out aFQ
forms management program. It states the program objectives,
assigns responsibility for meeting these objectives, and
prescribes,basic  policies, standards, and procedures for
establishing and maintaining such a program. It provides
standards and procedures on basic requirements, legal
limitations,, clearances, reproduction, use of forms, the
assignment of form numbers, and coordination with other
Government agencies. (Will eventually be incorporated into the
I 0nfat'on anua series. )

Intended users: personnel engaged in the development, clearance,
and control of forms and related procedures.

ResDonsible  office: Office of Information Resources Management
(OIRM),  ASMR, OS.

GENERAL  ADMINISTRATION !0WUA&  contains instructions and
information on subjects which do not fall within the scope of the
other HHS staff manuals.

-users: all offices that have a need to know
administrative procedures and policies.

ResDonsible  office: Various ,STAPFDIVs  and OPDIVs.

gRAN!TS  ADMINISTRATION WANtlAt  sets forth Department-wide grants
administration'policies and procedures which have not been
published in regulations. It contains instructions to granting
agencies for managing both discretionary and mandatory grant
programs, and deals with the establishment of both internal
operating procedures and external policies governing the terms
and conditions of grants and relations with grantees.

Intended users: all grants management and program officials who
are involved in the award or administration of grants.

Resnonsible office: Office of Management and Acquisition (OMAC),
ASMB, OS.
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gES ALERT LIST is a quarterly listing of "high risk"
organizations which have either had grants terminated or awarded
with special conditions. The List is distributed to all HHS
grants officers and must be consulted before making new awards.

tended users: personnel engaged in negotiating and awarding
discretionary grants and cooperative agreements.

.Resnonsible  office : Office of Management and Acquisition (OMAC),
ASMB, OS.

J;: contains informationE FOR and '
instructions for completing and maintaining time, attendance and
leave for certain employees of the Department. Its coverage
includes providing narrative and graphic up-to-date information
on the use and preparation of the various kinds of time and
attendance reports; earning, crediting and charging leave;
correcting leave and amending time and attendance reports; filing
and maintaining leave accounts and attendance records; and
assuring the time, leave and attendance records are available in
the event of an audit by the General Accounting Office.
(Instructions for PHS commissioned officers are contained in a
separate manual.)

Jntended  users: timekeepers, supervisors and others associated
with time, attendance and leave accounts activities.

pesnonsible  office: Office of
Management (ORRIM), ASPRR, OS.

Human Resources Information

plus ACOUISITION RE&LATION  (HESARI  serves as the single
authoritative reference of the Department for uniform policies,
procedures, regulations, systems, and delegations of authority
applicable to the procurement of personal property and
nonpersonal services (including construction). Its format
differs from that of other manuals in the HHS Staff Manual System. . .and is patterned after the format of the Federal Acoulslti on
Reaulation, issued by the General Services Administration.

tended users: personnel engaged in the procurement of property
and nonpersonal services.

lP DO sable
A&nOS.

office: Office of Management and Acquisition (OMAC),
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JNFORMATION  RESOURCES RARAGEXRRT  RARUAL  (TRW identifies and
describes the policies, procedures, and responsibilities of IRM
related activities administered by the Department. IRM
encompasses both information itself and the resources, such as
personnel, equipment, funds, and technology used to create,
collect, process, transmit, disseminate, use, store, and dispose
of information. When the IRR Manual is revised, it will
incorporate information currently contained in the Records
BnBLt h e  Telec  mmyELicand ations
As this takes place, these manu:ls  will be discon&ued.

.

Jn+ended: DHHS personnel engaged in IRM activities.
Intended users may include, but are not limited to, IRM officials
and employees, end users, systems, computer, and telecommuication
specialists and security forms and records officers.
Resnonsible  Office
(OI,RM),  ASMB, OS.

: Office of Information Resources Management

ww& serves as the single authoritative
reference of the.Department  for uniform policies, systems,
regulations, procedures, and delegations of authority pertaining
to the management of personal property, transportation, and motor
vehicles. Its format differs from that of other manuals in the
RHS Staff Manual System and is patterned after the format of the
Federal Prowertv Manaaement Reculations,  issued by the General
Services Administration.
Intended users: personal property management and property
accountable officers; other personnel concerned with the
management of inventories of supplies, materials, and equipment
acquired for use within the Department and of government property
in use at a contractor's facility.

Resw nsible office: Office of Management and Acguisition  (OMAC),
ASMESS) OS.
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pATIONAL  SECURITY 1~0~!4?IC~  mum& Contains policy  and
procedures for handling and safeguarding classified national
security information. Its coverage provides information and
instructions regarding access to national security information,
accountability, storage, and destruction of this sensitive
information, and security awareness while in contact with foreign
nationals or during foreign travel.

Intended users: personnel security representatives, logging
control officers, custodians of classified files, and all HHS
employees or contractors who have security clearances for access
to classified national security information.

Resuonsible  office: Office of Personnel Services, ASPER, OS.

eI3ANOAf,  describes the officially approved structural
and functional organizations of the Department.

--

-tended users: principal officers of the Department.

Resuonsible  office: Office of Management and Acquisition (OMAC),
ASMB, OS.

PRINTING  MANAGEMENT  XANUA&  contains policies, responsibilities,
and instructions for the guidance of personnel concerned with the
preparation, production, procurement, and distribution of printed
and duplicated materials, and the acquisition of copying and
printing equipment. (Will eventually be incorporated into the
IRM Manual series.)

Intended users : administrative officers, public information
officers, procurement officers, printing officers, and editors.

Responsible offi e
(OIRH),  ASMR, 0,:

: Office of Information Resources Management,



RRS Exhibit 1-00-A
Goneral  Administration Manual
HRS Transaittal  91.02 (07/31/91)

Page 6

PUBLIC APFAIRS  MANAGEMENT  M?LWUA&  sets forth policies covering the
production and distribution of publications, audiovisuals, the
setting up of exhibits and the review of public affairs services
contracts. The manual also defines responsibility for public

affairs planning, evaluation, financial accountability, staff
development and for implementing the Freedom of Information and
Privacy Acts, and it sets forth the requirements related to the
operating of HHS clearinghouses and information centers.

tended users: personnel engaged in the preparation and/or mass
dissemination of information to either internal or external
audiences or both.

* *Re mnslble  office
AfTairs  (ASPA) , 0s:

Office of Assistant Secretary for Public

R-B contains policies, procedures, and
standards for the creation, use, maintenance, and disposition of
records as prescribed by the Federal Records Act of 1950, as
amended. It also contains the General Records Schedules
promulgated by the National Archives and Records Service. These
schedules prescribe retention periods for the official records of
the Department. (Will eventually be incorporated into the IRM
Manual Series.)

Intended users: records officers, files custodians, and others
concerned with the management of records.

Re 13 nslble offlc
(O&, 'ASMB,  Oie'

Office of Information Resources Management

BAPRTY  MAWAGRWRWT  MANUAL  sets forth the objectives, policies,
standards, procedures, and responsibilities for the development
and implementation of a Department-wide safety and occupational
health program. The program meets the requirements of 29 U.S.C.
668 (The  Occupational Safety and Health Act of 1970); Executive
Order 12196; Title 29 CFR Part 1960 and 5 U.S.C. 7902.

Intended users: management officials at all levels, safety and
occupational health managers, and other employees and consultants
whose duties relate to safety and occupational health.

Resnonsible  office: Office of Management and Acquisition (OMAC),
ASMB, OS.
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T~ECOMMUNICATIONS  m MIIlspAt serves as the single
authoritative reference for policies, procedures, regulations,
and delegations of authority pertaining to the management of
telecommunications services and facilities in the Department.
Its format differs from the regular format of the HHS Staff
Manual System and is based on the format of the Federal Property
Management Regulations, issued by the General Services
Administration (See Title 41 Code of Federal Regulations, Chapter
101). This manual is being revised and will eventually be
incorporated into the IRM Manual Series.

Intended users: telecommunication management officials and
designated officials assigned telecommunication management
responsibility as an adjunct to their primary responsibility.

Resnonsible  office: Office of Information Resources Management
(OIRM), ASMB, OS.

awrpmnt  KWUAL  covers such matters as travel orders; passenger
travel and expenses; per diem in lieu of subsistence;
transportation of dependents, household goods, and personal
effects; foreign travel; and similar items relating to the travel
and transportation of government personnel. The manual contains
excerpts from laws and regulations which affect travel and
addresses such related subjects as advance of funds, attendance
at meetings, and disposal of travel records.

Intended users: personnel who provide travel service, approve
travel or related functions, or audit travel expenses.

pesr, .onsible offlc% : Office of Finance (OF), ASMB, OS.

VB$& covers policies and procedures for
performing the audit of vouchers related to the expenditure of
funds appropriated directly to the Department or expended by the
Department on behalf of other Federal agencies. Its coverage
includes instructions on regulatory materials which govern
administrative audits, types of expenditures requiring audit,
collection and refunds, certification of payments by designated
officers, records of expenditures, post audit by General
Accounting Office, and preparation of related documents.

Intended users: personnel concerned with voucher audit of funds
expended by the Department and its component organizations.

Resnonsible office: Office of Finance (OF), ASMB, OS.

-
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structure for most staff manuals is outlined

Jntroductiog  states the purpose of the manual.

plan of the Manual summarizes contents of the manual,
explains structure of the manual, and tells how manual
material is developed, identified, maintained, and
distributed.

Contents list title and number of each part and each
chapter of the manual.

Jindesc  tells where in the manual specific subjects or
topics are discussed. .

parts are the main subdivisions of the manual. Each part
except the first is limited to one subject or topic. The
first part is a "general" part and treats several topics.

ChaDters  and Circul  rs are the chief subdivisions of
parts and the basicadirectives.of  the HHS Staff Manual
system. Chapters contain material of a continuing
nature, while circulars contain material of a temporary
nature.

gxhibits  are attachments to chapters and circulars.

Check List of Transmittal@ allows each office to keep a
record of all transmittals it has received for the
manual.

Transmittals provide a record of the material issued,
revised or cancelled in the.manual.

If a staff manual varies from this structure, the plan of the
manual or part one of the manual should explain the variance.
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1.

2.

3.

4.

5.

6.

7.

a.

9.

10.

11.

12.

13.

GUIDELINES FOR WRITING DIRECTIVES (CHAPTERS)
FOR 7'RE HHS STAFF MANUAL  SYSTEM

Keep your audience in mind. Write specifically for it.

Keep your directive brief and concise. Use simple words
With clear meanings.. Keep average number of words per
sentence under 20.

Use the active voice. Use gender neutral terms.

Use short, descriptive headings for subdivisions.

State purpose of your directive in the first section.

State authority for your directive in the first or second
section.

Where feasible, cross reference your directive to material
Within the same manual, to other manuals of the Department
Staff Manual System, and to directives outside the system.

Define any unusual or complex term the first time.you  use
it.

Identify abbreviations and acronyms the first time you use
them.

Identify each form by its number and title the first time
you refer to it. Thereafter, identify it by its number
only.

Identify each exhibit (by name and number) in the text of
its parent chapter or circular.

Use examples or illustrations, where feasible, to improve
understanding.

Do not include lengthy laws, executive orders, or other
regulations as attachments to your directive if they are
available to employees from other sources. State where they
may be found.
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GUIDELINES FOR WRITING DIRECTIVES (CWLPTERS)
FOR -E RR8 STAFF XZkNUAL SYSTEM  (can't)

14. Review your directive from the.userls  point of view after
you have completed it. Do you think it tells the user
everything he/she need6 to know?

15. Proofread final copy for errors and omissions before it goes
to the printer.



HE8 Exhitiit  1-00-D
General Admini8tration  Manual
Hii8 Tranmnittal  91.02 (07/31/91)

Page 1

1 .

2.

3.

4.

5.

6.

7.

GVIDELINES  FOR PREPARING AND PROCESSIMG DIRECTIVES (CHAPTERS)
FOR THE 888 STAPF MANUAL  SYSTEM

PORMAT- Use the formats shown in this exhibit for preparing
chapters, circulars, exhibits, and transmittals. (In the
Personnel Maw, chapters are called instructions.)

ERING. Use the numbering systems described in the
illustrations of this exhibit to number the four types of
directives. In addition, whenever a directive receives
limited distribution within the issuing organization, add a
distribution prefix to its number. The standard prefixes
are: h-headquarters, r-regional office, f-field. Examples of
their use are as follows:

0 chapter - HHS Chapter h:l-00; PHS Chapter hf:3-60;
SSA Chapter f:7-40

.
0 circular - HHS Circular r:4-90.2;  OHDS Circular

hr:6-130.1

0 exhibit - HHS Exhibit h:l-00-A; OS Exhibit hr:4-70-B

0 transmittal - HHS Transmittal hr:90.01,  PHS Transmittal
rf:90.01.

DRAPT* Prepare draft copies of each directive in the
formats shown in this exhibit. me or stamp the word
"Draft" and date of preparation in upper right corner of
first page only.

ZE'
Send draft copy simultaneously to each reviewing
Indicate time limit of review on memorandum or

route kip.

-COPY. Prepare final copy of each directive in formats
shown in this exhibit. Always maintain a record of the
final document for your files.

CLEARANCE. Have each concurring official respond in writing
as a permanent record for your files.

SMITTAL  DDCUMENT~.  Use transmittals to transmit and
distribute chapters. Do not use transmittals with circulars
since the transmittal information and the reason for issuing
the circular appear on first page of circulars.
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GWIDRLINRS  POR PREPARING AND PROCESSING DIRRCTIVRS  (CRAPT=S)
FOR THE RR8 STAFF XANUAL SYSTEM (ooa' t)

8. BACK UP Pa . If your office is in the Office of the
Secretary,  ke;p  the following records on each directive your
office prepares:
a. Copy of final directive.
b. Drafts circulated for comments.
c. Comments received about circulated drafts;

d. Any special document (e.g., briefing memorandum to
approving official).

9. UZ'ION Send original and two dummy
copies for printing and distribution to the HHS Staff Manual
Coordinator, OMAC. Also include a completed HHS-26  form,
Request for Printing and Visual Services.

-..  -
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BBS Ch8pt.r O-00
Gumr81 Addnistr*tion  BUma
BHS Tr88smitt81 00.00 (O/00/00)

P8g8  l-

Subject: PREPARI#GMANUU  CUPTERS

0-00-00 Purpose
10 Prrprring the First P8ge
2 0  Prepwing All Other  P8ges
30 Bumboring Mama81 Ch8pt8r8

PREP&W TBE F I R S T  PAOB0-00-1Q

A. Typo fir&  p8ge on pl8iP,  whitm,  8 l/2" x 11" pIpor;
follow format shown on this page.

B. Ndnt8in  lmft  aad right side margins of one  inch.

c . Bagin typing he8ding rix linas  ftosr, top of p8g.e  fncbd.:

mm ch8pt.r aumb8r
-- tit18 of m8au81
-- tr8nsaitt81 numb8r  C i88ue &to  (month, d8yr p8r)

D. Typa p8ge number opposite ch8pt8r number.

E. Thr88 lirmli  b8hw hading, typ8 Bubj~cft  urd Ch8pter
title;  typing the tit1m i8 C8pit81 18tt8rs.

F. Thra8 lines  below subject lin8, typo numb8r  8nd title
of l 8ch 88ction  of ch8pt8r.

0. Three lines below so&ion listing, bagin typing ch8ptor
text. Follow these rules when typing text:

1. Uro block p8ragr8phS.  Double sp8cm  botummn  all
sections 8nd subdivisions.

2. Begin each section 8t the 188t  mrgin; 811 other
subdivisions, as shown ia Smction O-00-30).

3. Alw8ys underline numb8r of l 8ch SoCtiOn.  Typo
88ch 8oction  tit18 in C8pit81  lottws.

4. Bnd text six typing lines from bottom of pg8.

(Actual size - 8 l/2" ,x 11")
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Pap 4

FORMAT FOR MANUAL CHAPTERS - ALL OTHER PAGES

.

Nts ch8ptW o-00
Qexmral Administr8tion N8nu81
NtS Irsnsmittsl 00.00 (O/00/00)

Pagm  2

PRCPARING AIL OTEER PAaSO-00-20

A. Type all othmr pages on plain, whitm,  8 l/2' r 11'
psper;  follow forut shown on this p8go.

B . X8int8in left snd right side margins of om-inch.

c. Begin typing herding six lines fro8 top of p8go.  fmc1od.r

-- chspter number
-- tit10 of manuxl .
-- trxnnittxl  numbmr C is8110  dst8 (month, d8y, yo8r)

D. Type p8go number opposite chxptor numbmr.

t. Three lines below he8ding , continum typing chsptar
text. lrollow  rulrs  for typing text as sktod  on
psge 1, (Subsacti;on  O-00-100).

O-00-30 NDNBERING MANUAL CUWTERS

A . Use this numbering spstom for 811 rurruls except 8s
not8d below

O-00 (chsptors)

0-00-00 (SwtionS)

A. (subsections)

1. (p8r8gr8phs)

(8) (items)

(1) (SubitamS)
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FORMAT FOR MANUAL CEAPTERS - ALL OlWER PAGES (coa’t)

1

BBS ch8pwr O-00
Qmneral Administr8tion D&mm1
XXI Trursrfttrl 00.00 (0/00/00)

P898 2

pote t The U8t8riml Mumgommt,  EES Acqubition  Rmgubtions,
8Pd  th0 T818COnUlhiC8tiOns 8t8li8gnUlt  mU8lS US8 diff@r-t
numbering 8y8tn8. see fntroductions of th888 manuals.

8. Ilumber  chapters  of uch part consocutivmly in
multiples of fir8  or tan (o.g., O-05, O-10,
O-15, etc.;  or, o-00,  O-10, o-30, etc.).
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FORMAT FOR l#ANUAL CfRW - FIRST PAGE

Page 6

EES Circul8r O-00 .O P8ge  1
8onor8l Admini*tr8tiOn MsnuSl
Issum dste: oo/oo/oo

Subjoctt PREPARIUG  MA?lUAL CIRCULARS

AL. Typo cfrculrrs on plSin,  white, 8 l/2" x 11" pspor.

B. Use format shown horcr.  Us8 other form&s for kho tort
only if th8p b8tt*r  88rv8 your purpose.

c . Blaipkia left aad right sid8 urgins of ona inch.

0. IkgiatypiPghaadijPg  six 1in.s  fromtopofp8ge.
IPclud8x

- circulSr numbor
-- tit18 Of Bus1
- -  iSSU8 dSt8 (Unth, &Jr y88t)

pOt8:Circul8r numb8r co&Sins initiSl8 of issuing
orgmiS8tion ( i .8., H88,  PH8,  88& Ilf& OtC.); th8
nUmbor  o f  th8 r818VSnt chspt8r;  8  distr$bUtion prefix
i f  ~8C8888~  ( 8 8 8  S8CtiOB 2 ,  PS+ 1 O f  this 8-h);
snd 8 88guurtirl numb8r 8ssign8d by th8 dim&iv88
control parson in th8 issuiug 0rgSnisrtion.

8. Typ psg8 nu&mr  opposik Ci¶?Culsr number on rll ps988.

?. -8 1in88  bshtt h88ding,  typS 8Ubj8CtS  Snd tit18
Of CirCulSr;  typing th8 tit18 in c8pitrl 18tt8rS.

0. (mr88 Iill  b8lOW Subj8Ct liS8, b8giXB  t&Sg CiX?CulSr
t8Xt;  Using block par8graphs. D0ubl8 spac8,  or on8
end 8 hslf spSc8  b8tw88n Sll subdivisions.
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P8ge  7

FORWAT  FOR XANUAL  CIRCULNU  - FIRST PAGE (coa't)

Em circul8r O-00.0 Prg8 1
ama8r81 Admimistr8tion kanu81
188UO  &a: oo/oo/oo

8. ?irst pag8 only,  aad text 12 typing lino8 from bottom
of p8go.

I . 2ypo a solid, 1 and l/2 inch litm, pi00 typing liars
froB bottom of page. 1mRmdiatoly bolou the line, tm
distribution, filing, aal cmcollatiorr inform8tioa.
If the circular sup8rmdos  8noth8r circul8r,  iacludo
iaforution  bolou canc8llrtion d8t8.  Your
Org8nis8tiOn's diroctiv8s COntXd p8rson will 8sSfSt
you with the completion of thir iaforution.

Distribution:
Filirrg Iamtructioast
c8Sdl8tiOB  08t@:
Hatmrial Supersmd8d:
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.FORMAT  FOR MANUAL CIRCULARS - ALL OTHER PAGES

EHS Circul8r O-00.0
Qener81 Addnistr8tion  H8nu81
Isme d8te: (00/00/00)

P8go  2

J.

It.

L.

W.

#.

On 811 other p8ge8,  type herding beginning rt left
rrrgin,  six lines from top of p8go. Include:

-- circul8r number
-- title of rupu81
-- i88ue date (month, dq, yea)

Alamy  type hO8diPg on left side Of page-

Type p8ge number oppo8ite circulrr number. .

Three l&l88  bmlow h88diag,  continue typing t8xt.

(ItOptjtpingteXt rboUt8iXt~iltg  lipe8  f=bOt-
of p8ge. Provide enough 8p8co  on l88t  p8ge for
sign8ture of 8ppr0ving offici.81.

Six 1h.8 below 188t  1iXke Of t.Xt b.ginnipa 8t
cent8r on 188t  p8go of circul8r,  type n8me and
title Of 8pPlFOVing  OffiCi81.

(Sl8-8  rpd  title Of 8pPrOVilhg  OffiCi81)
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P8ga 9

FORMAT FOR !I#MJAL EXEIBITS

BBS Bxhibit 0-00-A
Cbnoral Mministratiom  Mm-1
BBS Trupsmitt81 00.00 (00/00/00)

P8ga  1

PREPARING NAimAL EXEIBITS

Nanual exhibits ham no definite format. Thm -twirl
tboy contain is to ba displayed 80 that it fulfills tbm
ao8ds of thm u*ors* B8nc0,  the propwing off.ic8  must
decide the forrut  it will use.  Hmvor,  obsom• the
following guidelims wbmn prepwing exhibits1

A .

B.

C.

0.

B .

?.

0.

Pr8p8re  exhibits on plain, white,  a 112" x ii- p8pr.

Xaintaiu left uad right aide margin6 of on8 inch.

Humb8r exhibit by adding a capital latter to chapt8r
or circular mumbor. The fir&  exhibit to Chapter 4-70
would be mumborod Bxhibit 4-70-A; the SOCOWL
Exhibit 4-70-B; urd 80 00. Zhe first exhibit to
Circular (L-70.1 would  be rnmbermd Bxhibit 4-70.1-b.

Idmntifp l ch p8ge of the exhibit  with exhibit number,
title of m8au81,  trurmitt81  numbor (calendar  ym8r and
soqumW.81  au&or--u88  only with chaptots),  md i88um
d8ta (month, &y,  you). Put this ialforution  in ‘88m8
location on uch p8g8.

lhmbmr uch page.

Identify each exhibit (by name and number) in the tract
of its pItint chapt8r or circulrr.

Consult with the HBS St8ff  Hun881 Coordin8tor if you
wish to use oversize origiruls to prepare exhibits.
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Pagi 1 0

.

BXAXPLB  OF TRABSMITTAL  FOBMAT

IIHS TMnisNImaL  00.00
Oea8r81 Administrrtioa Marul
ISSUO  da.8 o/oo/oo

-9. 1

Chapter l-20, Us0 of Dqutamnt awt  Opor8ting
Division -81s (p8g.s  1-3).

Chaptmr 1-40, Confwmnce  Bhaagamnt (pg.8 1 md 2).
Chqtmr  8-69,  8tsadrrd Admhistr&ivm  Coda (pros l-11).

Clmpt8r l-20 (p8g88  14~68.17,  76.1 and 74.10).
Cbaptor 8-69 (pas18  l-15: 76.11).
Circular l-20.2 (p8gas  1-S).

B8ckuround

Ch8pter l-20 upd8t*s  organit8tion aomemcl~turm proviouxl~
includmd fo Circular 1-20.2;  deletes rmfmrencm to H16w '
Pozms 366 aad 348A since thq are obsoloto;  aad tranmmits
rmcoat brlogations by the Secretary aad the Assistant
Socrot8ry for Wuugsmoat l d Budget (AS##B)  to cwtiff
true copims of documents.

Chapter l-40, a aou chaptor,  r8flacts the recant  dmcisioa
of the ASllB to l xcludo."rdrtsory cdtteos,-  88 Amfinmd
br the rodoral Advisory Uttmo Act, from the
r-i-ts of this ch8ptor.

Chapter 8-69 iacorporatms cod.8 for aeu or rmdmsiga8tmd
org8air8tions urd ukms sermr81  ainor mditori.81 churges.
Thepriacip8lcode  coavmtioas  ruain  nmchmged.

-

___ ._. - --
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P8g8 21

-LE OF TRANSMITTAL  FOmT (oon't)

.

RR8 2RnIesMI22AL  00.00
Qumraf rrlriaistr8tioa  J&mu1
Issue  d&et o/oo/oo

Pagm 1

Remon  supersodd  utori81; rmpl*co it with the now m8tmri81.
Ch8ngm 28ble of Contents in thm CWa8ral Administr8tion
Manual to reflect tha ch8agos to chaptar t&Us.  Post
rocdpt of this trummittal  to th* EES Chock List of
Transmittals mad file  this trrrrrrittal  iq mquexbtial ardor
aftor the chock list.

.

Jaws R. Nurphy,  Director
Office of Haaag-t  Dirmctivms

Di8tributiont MSrE&?C-124
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INBTRUCTIONS  FOR PREPARING TRANSHITT2LLS

1.

2.
3.
4.

5.
6.

7.

8.

Use format shown in example on page 10.

Type transmittal on plain, white, 8 l/2" x 11" paper.
Maintain a left and right side margins of one inch.
Type heading, beginning six lines from top of page.
Include transmittal number, title of manual, and issue
date. Use same heading on each page.

Type page number opposite transmittal number.
Three iines below heading, begin typing the four sections
of text material described here using block paragraphs.
Underline section headings; double space between sections.

Material transmitted

Identify each chapter and exhibit to be transmitted.
Include number, title and page numbers of each.
yaterial  sunerseded  or cancelled

Identify each chapter, circular, exhibit, etc., to be
superseded or cancelled. Include number, page numbers,
and transmittal number(s) of each.
Backaround

Explain the reasons
Be specific.

.Frlinu  instructions
Tell each user what

for issuing the transmitted material.

to do with the transmitted material,. .
the superseded and/or the cancelled material upon receipt
of the transmittal.

On the last page of the transmittal, beginning six lines
below the last line of text and centered, type the name and
title of approving official.

On first page only, type "Distribution:" at left margin six'
lines from bottom of page. Your directives distribution
coordinator.will  add the information on distribution.
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P8ge 1

HOWTOORDBRMANUALSAMD  IWDIVIDUALDIRRCTIVES

A. . .prderrnu  Ma&s and In&vidw  Directives
1. Using the RRS-68  form, Request for Staff Manu81  Yltuials
mad Mailing List Changes, order staff manuals and copies of
individual directives from your Directives Distribution
Coordinator. See Exhibit 1-00-F for a listing of
coordinators.
2. Complete the requested information; affix your signature
as reguestor. Obtain the approval and signature of your office
head and administrative officer; and, send the form to your
Directives Distribution Coordinator.
3. With completion and submission of the HHS-68  form through
your Directives Distribution Coordinator, your name and address
will be added to the mailing list to receive updates.

-- B. &&lincr  &&t Chmues
Report each change in your mailing address to your Directives
Distribution Coordinator to ensure continued receipt of
updates. Use the HWS-68  form to do this.
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8 DISTRIBUTION COORD~TORB

Management Services Branch
4th Floor West/Aerospace Bldg.
370 L'Rnfant  Promenade, S.W.
Washington, DC 20201
Attention: Vanita Reynolds
Telephone: 202-401-5586

FTS 441-5586

Production and Distribution Branch,
Division Communications Services

Room 555, East  High Rise Bldg.
6325 Security Boulevard
Baltimore, MD 21207
Attention: Priscilla Thomas .
Telephone: 301-966-7853

FTS 646-7853

Printing and Reproduction
Management Branch, PHS

Parklawn  Services Center
Room 3B26 Parklawn  Bldg.
5600 Fishers Lane
Rockville, MD 20857
Attention: George Allen
Telephone: 301-443-6740

Page 1
;
"I

Administrative Officer, AoA
Room 4652, Wilbur J. Cohen Bldg.
300 Independence Avenue, S.W.
Washington, DC 20447
Attention: James Duffy
Telephone: 202-619-0641

FTS 269-0641

HHS Staff Manual Coordinator '
Room 4724 Wilbur J. Cohen Bldg. .~
330 Independence Avenue, S.W.
Washington, DC 20201
Attention: Geerie Jones
Telephone: 202-619-0511

FTS 269-0511

Design and Development Branch
Division Publications Management

Room 1-B-19, Operations Bldg.
6401 Security Boulevard
Baltimore, MD 21235
Attention: Maureen Kubolcif
Telephone: 301-965-4128

ET'S 625-4128

_-_- .-
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08 Reuional  Office8 (continued)

Division Administrative Services,
RASC, HHS
601 E. 12th Street, Room 206
Kansas City, MO 64106
Attention: Maud Thomas
Telephone: FTS 867-3536

peaion  II&

Division Administrative Services
RASC, HIS

Service Systems Support Branch
50 United Nations Plaza, Room 8
San Francisco, CA 94102
Attention: Barbara Chase
Telephone: FTS 556-7134

Page 3

eion VIIZ

Division Administrative Services,
RASC, HHS

Federal Office Bldg., Room 1185
1961 Stout Street
Denver, CO 80294
Attention: Richard C. Mohn
Telephone: F'TS 564-5568

Division Administrative Services
RASC, HHS

2201 Sixth Avenue, MS/RX07
Seattle, WA 98121
Attention: Paula Nelson
Telephone: F'TS 399-4306

- ..-
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PS REGIONAL OFFICES

Reuion  I

Division Administrative Services,
RASC, HHS

JF'K Federal Bldg., Room 2411
Boston, MA 02203
Attention: Lorrain Long
Telephone: FTS 835-1500

peuioa  III

-ision  Administrative Services,
msc, HHS

Room 11020, Mail Stop 03
3535 Market Street
Philadelphia, PA 19101
Attention: Robert Heath
Telephone: FTS 596-6460

Reuioa  V

Division Administrative Services, Division Administrative Services,
RASC, Hxs RASC, HHS

105 W. Adams Street, 22nd Floor 1200 Main Tower Bldg., Room 1290
Chicago, IL 60603 Dallas, TX 75202
Attention: Roosevelt Anderson Attention: Sonja Osborne
Telephone: FTS 353-6789 Telephone: FTS 729-3221

peuion  II

Division Administrative Services,
RASC, Ems

26 Federal Plaza, Room 41-122
New York, NY 10278
Attention: Cathy Sullivan
Telephone: FTS 264-5756

3euion  m
Division Adminstrative  Services

RASC, BBS
101 Marietta Tower
Atlanta, GA 30323
Attention: John Jordan
Telephone: FTS 841-2471
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Sub.ject: Secretarial Directives

l-05-00
10

::
40
50
60
70

98:
100
110
120

Purpose
Scope
Requirement to Receive
Format
Numbering
Init iat ion
Executive Review
Distribution
Inclusion Into HHS Staff Manual System
References
Maintenance
Mailing List Changes
Copies of Active Directives

l-05-00 PURPOSE

Secretarial Directives define current administrative
policies of the Secretary and the Under Secretary. This
chapter describes.the  scope of the directives, illustrates
their format, explains how they originate, and prescribes
their distribution and their inclusion into the HHS Staff
Manual System. (See Chapter l-00, General Administration
Manual, for information on the system.)

l-05-10 SCOPE

The Secretary and the Under Secretary use Secretarial
Directives to issue policies and instructions on
administrative matters that are Departmentwide in scope
and permanent in nature (e.g., they are likely to remain
in effect for six months or more).

l-05-20 REQUIREMENT TO RECEIVE

The head of each HHS organization through division level
( e .g . , component, office, bureau, inst i tute ,  d iv is ion)  is
required to receive and maintain Secretarial Directives.

l-05-30 FORMAT

Exhibit 1-05-A illustrates the format of Secretarial
D i r e c t i v e s .  ’

l-05-40 NUMBERING

Secretarial Directives are serially numbered by calendar
year f such as 80-01, 80-02, 80-03, etc. The OS Executive
Secretariat numbers the directives.
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l-05-50 INITIATION

Whenever an HHS component or office prepares a decision
package for the Secretary which is likely to result in a
Secretarial Directive, it should prepare the directive in
the prescribed format and include it in the decision
package. If the component or office questions whether or
not it should include such a directive, it should consult
with the OS Executive Secretariat.

l-05-60 EXECUTIVE REVIEW

The OS Executive Secretariat coordinates the review of
each directive with concerned officials, and recommends a
course of action on the directive to the Secretary or the
Under Secretary.

l-05-70 DISTRIBUTION

A. After the Secretary or'the Under Secretary approves
the directive, the OS Executive Secretariat makes the
initial distribution to the addressees listed on the
directive and delivers a copy to the Office of
Management Analysis and Systems, ASMB.

B. The Office of Management Analysis and Systems, ASMB,
:coordinates  the distribution of each directive to
the heads of all HHS organizations through division
level.

C. Each POC and OS office may make any further
distribution (e.g., deputy heads of organization
through division level, branch chiefs, section chiefs,
etc.) that it deems essential.

l-05-80 INCLUSION INTO HHS STAFFsMANUAL  SYSTEM

The substance of each Secretarial Directive is to be
included into HHS Staff Manual System not later than three
months after its approval. The Assistant Secretary for
Management and Budget determines the appropriate staff
manual in which to issue the directive and monitors the
inclusion of the directive into the appropriate manual.

l-05-90 REFERENCES'

The Office of Management Analysis and Systems, ASMB,
prepares and distributes to each HHS manager who is
required to receive and maintain Secretarial Directives
the following references.each January and July:
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0 Sub jet t Index

0 Listing of Active Directives--which identifies
each active directive and the staff manual into
which it has been or will be incorporated

l-05-100 MAINTENANCE

Each HHS manager who is required to receive and maintain
Secretarial Directives should maintain them and the
references in a binder as follows:

0 Listing of Active Directives

0 Subject Index

0 Active Directives (in sequential order)

l-05-110 MAILING LIST CHANGES

Each HHS manager through division level is responsible for
reporting to .his/her  Directives Distribution Coordinator
any change to his/her mailing address so that.he/she  can
continue to receive Secretarial Directives. (See Exhibit
1-00-G,  General Administration Manual, for listing of
coordinators. 1

l-OS-120 COPIES OF ACTIVE DIRECTIVES

HHS managers may obtain copies of active directives from
the Printed Media Unit, OS Office of Management Services,
Room G-322, Switzer Building, 3rd arid  C Streets, S.W. ,
Washington, D. C. 20201.
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?'liE BECItETARY  OF HEALTH AND HUMAN SERVICES

SECRETARIAL DIRECTIVE 80-01

FOR:

DATE:

SUBJECT:
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(N&me  o f  Seoretrry)  ’

-



M A N U A L . . . . . GENERAL ADMINISTRATION
PART 1 . . General

e

CHAPTER 1-20

USE OF DEPARTMENT AND PRINCIPAL OPERATING COMPONENT SEALS

l-20-00 Purpose and Scope
10 General Policy
20 Department Seal
30 Public Health Service Seal
40 Retired Seals

l-20-00 PURPOSE AND SCOPE

This chapter provides policies and procedures concerning the use Of
the Department and Public Health Service seals. It does not apply to
the use of flags and uniforms on which replicas of the seals have
already been affixed.

l-20-10 GENERAL POLICY

A. The Department and Public Health Service seals shall be used only
as provided in this chapter, unless an exception has been granted
by the Assistant Secretary for Management and Budget. Requests
for such exceptions must show that the intended use of the seals
is in the best interests of the Department.

..- B. NO other principal operating component seal shall be adopted, and
the use of existing seals shall bc limited as indicated in this
Chapter.

l-20-20 DEPARTMENT SEAL

A. Legal Authority. The Secretary, Department of Health, Education,
and Welfare is authorized to adopt an official seal by 42 U.S.C.
3505. The Department seal was approved by the President by
Executive Order 10510 of December 17, 1953. The following is
the Department Seal:

HEW TN-79.1 (l/31/79) Supersedes Chapter L-20 (TN-68.17, 69.17, 70.16,
73.3, 74.1, & 74.10)
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B. Description cf Seal. E.O. 10510 te,scribes  the Department Seal in
heraldic terms as follows:

SHIELD: Argent an open book with sanguine binding charged
overall with a staff of Aescalapius paleways  within an
annulet of chain all proper.

CREST : On a wreath arqent and sanguine an American bald
eagle displayed and wings partially inverted proper.

Below the shield  ;I white scroll inscribed with the motto
"SPES ANCHORA.VITAE"  in black letters, all on a circular
sanguine background within a white band, inner edge white,
outer edge sanguine, and inscribed "DEPARTMENT OF HEALTH,
EDUCATION, AND WELFARE U.S.A."

C. Custody of the Seal. One official seal of the Department,
including the die and the press, shall remain in the custody
of the Director, Office of Management Services, Office of the
Secretary. Duplicate seals, including dies and presses, shall
remain in the custody of those officials designated in Exhibit
X1-20-2 and their delegatees. Department seal presses shall
be locked when not in use.

9 . L’sc of the Seal

1. The Department seal may be used to certify that a document
is a true copy of a document on file in the Department and
it may also be used on agreements, awards, citations,
dipiomas, and similar documents.

2. When an authorized official certifies a document to be a
true copy of a document on file in the Department, he or
she shall do so by causing the impression of the Depar,t-
ment seal to be affixed to a "certification" form which
shall be the top cover nhctlt  of the ccjpy being certified.
Form HEW-347 (see  Exhibit Xl- 20-l) has been designated for
this purpose.

3. Documents shall be appropriately signed before being
presented for impression.

4. Each authorized official and his-or  her delegatees shall
furnish to the supervisor of the activity having custody
of their seal, a specimen of their signature.

E. Use of Facsimiles of the Department Seal. A facsimile of the
Department Seal may be used: (1) to embellish publications
or other informational media, (2) to embellish administrative
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media, forms, and stationery, or (3) otherwise as an
embellishment. On publications and other public information
materials, the Office of Assistant Secretary for Public Affairs
shall determine whether proposed use of seals is proper.

l-20-30 PUBLIC HEALTH SERVICE SEAL

A.

B.

C.

Authority. The Public Health Service Seal was adopted
administratively prior to the Department Seal. Limited use of
this seal is still authorized in accordance with established
custom. New uses of this seal are not authorized in the
interest of e'stablishing the Department Seal as the official '
insignia of the Department and its principal operating
components. The following is the Public Health Service Seal:

Use of the Official Seal. The Public Health Service Seal may
be impressed on certificates of sanitation, foreign quarantine
immunization certificates, and certificates designed exclusively
for the Commissioned Corps, provided they also bear the name of
the Department.

Use of Facsimiles of the Public Health Service Seal. Facsimiles
of the Public Health Service Seal may be used on agency-level
awards certificates and on certificates , recruitment literature
and exhibits developed for the Commissioned Corps. It may
also be used on foreign quarantine immunization certificates
and national health survey program forms which are given to
the public, provided all of these bear the name of the Depart-
ment. Facsimiles of the Public Health Service Seal shall not
be used on stationery or forms other than those specified.

l-20-40 RETIRED SEALS

The seals of the Office of Education and the Social Security
Administration have been retired and their use is no longer
authorized.





UNITED STATES OF AMERICA

DEPARTMENT.OF  HEATH, EDUCATION, AND WELFARE

C E R T I F I C A T I O N  O F  T R U E  C O P Y

Pursuant to the provisions of 42 U.&C.  3505 and

the authority vested in me by delegation from the Secretary

( F.R. 1, I hereby certify that the annexed are true

copies of the documents on file in the Department of

Health, Education, and Welfare.

IN WITNESS WHEREOF, I have hereunto set my

hand and caused the seal of the Department of Health,

E&cation, and Welfare to be affixed.

on this day of

19 -.
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Administration I.-ZrSORITY  TO CERTIFY COPIES Exhibit X1-20-2

43 FR 58870-71, 12/18/78
Offko of the Sowtory 44 FR 1473, l/5/79

ASSISTANT SECRETARY YOR MANAGRMENT
AND BUDGEI

Dolopofion  of Authority To Certify  True &p&r
ond Affix @ho  Dopartmont  Sod

By the authority vested in me as
Secretary, I hereby delegate to the As-
sistant Secretary for Management and
Budget the authority to: Certify true
copies of any  books, records. papers, or
other documents on file within the
Department; or extracts from such;
certify that copies are true copies of
the entire file of the Department; ar-
tlfy the complete, original record;  ar-
tify the nonexistence of records on file
within the Department; and cause the
seal of the Department to be affixed
‘to such certifications.

I also delegate to the Assistant Sec-
retary for Management and Budget
authority to cause the seal of the De-
partment to be affixed to agreements,
awards, citations, diplomas and similar
documents.

This delegation supersedes the previ-
ous delegation of this authority ap-
proved by the Secretary on October
22. 1969 and published at 34 FR  17346.
October 25, 1969. Redelegatiow under
the previous authority shall remain in
effect until superseded by new delega-
tions.

This  ‘delegation is effective immedi-
ately and may be redelegated

Dated: November 2.1978.
JOSEPH  A. CALIFMO.  Jr,

Secretury.
tFR  DOC. 78-35078  Wed 12-15-78:  8:45 am1

44 FR 1473, l/5/79

REDRUOATIOn. OF AUTHORITY TO .-WY
.TalJE corn

BYTJL-T~~S  document Is  republfshcd  wfth
aumctiom,  from the Issue of .Mouday.  De-
caaberlg.  1976.  page-58871.

Under the authority vested in me by
the Sccrctarr:

1. I hereby redelegate to the follow-
fng theauthority  to certify true copies
of any  books. records. Papers, or other
documents on file within the Depart-
mart,  or extracts from such,  to artlip
that true coPies  are true copies of the
entire file of the Department, to certi-
fy the complete original record or to
certUY  the nonexistence of records on
file within the Department, and to
cause the Seal of the Departnient  to
In? affixed to such certifications.

These same officials are authorized
t o  - -  .the Sal“  *to  b e  Affixed to
agreemats. awards citatioxts.  diplo-
ma..md  similar documents.

Ahtmurxtor.  xcxlth
Cue Flnxnclnp

AmbUnt Secrefary  for
XdUCXUOll.

-ILUOf&XlOl
GUWlty.

kxWu~t  Secretory  for
Humxn  Deve1oDment
seNko8.

Asdstxnt  Seeretu~  Zor

SupBort  Ento-en;

This  authodty may be redelegatcd.
2. I also redelegate to the Civil

Rights Hearing Clerk. Office of the
As&tad Secretary or Personnel Ad-
ministration. the authority as official
ctrstodlan  of the files in all matters
pertaining to compliance proceedings
under Title VI of the Civil Rights Act
and as such custodian the authority  to
certify  true copies of any boo&  reo
or&, papers. or other documents of
the Department pertaining to such
matters and to certify  extracts from
my  8uch books, r?coxvis.  papers,  or
other documents on tile  within the
Department ss true extracts and to
certify  that true copies are true copies
of the entire file of the Department in
any cuch matters, and to cause the
Seal  of the Department to be affixed
to such certifications. This authority
may not he redelegate&
3. The above redelegatlons  supersede

the redelegations made under previous
authority (34 F’R  16949-50  dated ll/?!
89 and 35 FR 16384. dated 10/20/70).
Further redelegations made under the
aforementioned redelegation of au-
thority shall remain in effect until ap
~roIniate  new redelegations are made.

lBatedzmer  9.1978.
FXXDXXICH  M. BOHm..

khWantSec&tzfy
JorManagement  and Budget

@‘KDoc.  7&35D77  P&d 12-15-78:  8:45 am1

TN-79.1 (l/31/79)
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CHAPTER l-45

VISITS TO REGIONAL OFFICES AND FIELD INSTALLATIONS

l-45-00 Purpose
10 Scheduling Field Visits

l-45-00 PURPOSE

This chapter provides a single reference point for information
relating to scheduling visits to field installations.

l-45-10 SCHEDULING FIELD VISITS

A. Requirements. In order to permit scheduling which will best
serve the visitor and regional office personnel, advance
notification of the following are to be communicated to the
regional office concerned:

1. Contemplated visits by headquarters personnel to a
regional office, a State or local agency, or a field
station or activity under the supervision of a regional
office.

2. Contemplated visits by principal staff of the Office of
the Secretary or by heads of Principal Operating Components
or their major subunits to a field station or activity not
under supervision of a regional office. (Notification of
visits by other personnel to such points is not required.)

3. Any changes in previously announced plans.

B. Procedure

1. Headquarters Staff: Direct memorandum or telegram a week
in-advance of proposed visit, where possible, to appropriate
member of regional office staff. Include in memorandum or
telegram such information as dates of visit, hotel, itinerary
within region, and similar information about the visit.
Furnish copy of each such communication to the Office of
Regional Liaison, Office of the Secretary.

2. Regional Office Staff: Advise Regional Director,
as appropriate, of contemplated visits of headquarters
personnel.

HEW TN-77.3 (4/l/77) Supersedes Chapter 1-45 (TN-231
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C H A P T E R  i-50

NOTARTES P?JBLIC  -- OFFZCIAL BUSINESS

X-50-00 Purpose and Authority
10 Standards
20 Allowances
30 Procedure
40 Designation cf Notaries Public

l-50-00 PURPOSE AND AUTRORITY

A. Purpose. T'nis Chapter states the criteria to be used in requiring
civilian officers and employees to serve as notaries public in the
performance of official business, the allowances to be paid them
for expenses incurred, and the procedure for obtaining payment.

3. Legal Basis. The Notaries Public Expense Act of 1965 (PL 681, 84th
Cong., approved 7/U/56)  provides that civilian officers and employees
of the departn,:i:ts  and establishments of the Federal Government who
are required tc -'-:  Lye as notaries public in connection with the
perforrriance  oi i;IiL,,: :a1 business shall be paid an allowance to be
established by the .'epartment or establishment concerned, not to
exceed the expense required to be incurred by them in order to obtain
their commission.

l-50-10 STANDARDS

A . Amount and Accessibility of Notarial Services

Officers or employees of the department will serve as notaries
public for the performance of official business.

B. Selection of Notaries. To the extent practicable, individuals
should be selected from among personnel:

1. Who are centrally located and would usually be available to
provide service.

2. Whose regular assignments and workloads would not be adversely
affected by recurring interruptions involved in providing
service.

3. swho have knowledge of, or could readily orient themselves to,
the format of a wide variety of legal documents.

l-50-20 ALLOWANCES

On or after January 1, 3.955, each officer or employee who is required
to serve as a notary public and obtains his commission shall be

!IF,%  TN-78.8 (7/13/78) Supersedes Chapter l-50 (TN-12, 14, 33, 103, 133, & 69.7)



reimbursed for the actual expenses required to obtain or renew his
commissicn,  incl:;;i-L-q  5:~; bond (when required), and the minimum
ail-;ol;nt  nec~~ssry  1,:. ~;LL~:~  a satisfactory seal and stamp when such
reimbursem.Vnt  S, e.!L-la:..-' as provided in i-50-30 below.

No t 2 : Executive Order 977 (November 24, 1908) prohibits
charge for notarial services during working hours.

l-50-30 PROCEDURE

A . Notification of Commission. It is the responsibility of any person
required to serve  as notary for official busizss who does not have
a current valid commission to file the nef:essary application with the
clerk or other official responsible for processing commissions in the
local jurisdiction. Each such officer or employee shall notify the
officer who designated him, by memorandum, in two copies, whether he
has obtained the necessary commission, and (if so) of its effective
date and date of expiration. The designating officer will for-iard
one copy of the memorandum reporting the commission to the appropri-
ate fiscal office with a notation as to the appropriation to be
charged with the allowances. This will ordinarily be the appropri-
tion currently available for general expenses of the program for
which the major portion of the services are performed.

8. Claim for Reimbursement

1. Each officer or employee who has been designated and has obtained
his commission shall certify an itemized claim for actual expen-
ses which he was required to incur to obtain or renew his commis-
.sion,  on or after January 1, 1955, on SF-1129 (original and two
carbon copies) and shall execute the following certification on
the back of the original:

I hereby certify that I am and have been since (datej
required to serve as a notary public in connection. with the
performance of official business for the Department of
Health, Education, and Welfare. I understand that I am not
permitted to charge a fee for notarial services per?:.*.:&
during working hours.

Employee

2. Be shall forward the original and one copy to the appropriate
fiscal office, together with a copy of his formal designatLn
and receipts for each item of evense claimed, and retain  one
copy of the voucher for his own records.

3. The fiscal office will process the voucher for payment,

.-m  -I
.---- .

TN-78.8 (7/13/78)
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l-50-40 DESIGNATION OF NOTARIES PUBLIC

Heads of POCs, Principal Regional Officials, and the Assistant
Secretary for Management an 2 Budget for the Office of the Secretary
have the authority to designate officers and employees to serve as
notaries public when it is determined that such service is required
for the facilitation of department business. The area of exercise
of this authority is within organizational elements under their
direct supervision or in installations where they provide the
administrative support. POC heads will not designate notaries public
for their regional organizations where the PRO has provided for this
service. These officials may redelegate this authority.

TM-78.8 (7/13/78)
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Subject: POLICY ON SMOKING IN HHS OCCUPIED BUILDINGS AND
FACILITIES

l-60-00
1 0
2 0
3 0
4 0

iii

s’o”

Purpose
Background
Policy
Applicability and Scope
Responsibilities
Implementation Directives
Education and Training
Notices and Signs
Referral of Questions

l-60-00 PURPOSE

The purpose of this chapter is to provide a Departmentwide
policy on smoking in HHS-occupied buildings and facilities. It
supersedes General Administration Manual Chapter l-60, dated
January 8, 1978 ‘Policy on Smoking in HHS-Occupied Buildings..

l-60-10 BACKGROUND

The Department of Health and Human Services is the Federal
Government’s principal agency for furthering the health of
Americans and providing them with essential human services.
The health risks of smoking and exposure to smoke are clearly
documented by reports of the Surgeon General. This Department
accepts the evidence that: involuntary smoking is a cause of
disease, including lung cancer, in healthy nonsmokers; and, the
simple separation of smokers and nonsmokers within the same air
space may reduce, but does not eliminate, the exposure of
nonsmokers to environmental tobacco smoke. It is therefore
essential that the Department, in the accomplishment of its
mission, provide a smoke-free environment in all HHS owned and
leased building space.

l-60-20 POLICY

The Department’s policy is to establish a smoke-free
environment in all HHS building space.
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Implementation of this policy as set forth in section l-60-50
of this chapter will be achieved through the cooperation,
understanding and support of both the operating management of
this Department and the Department’s employees and employee
representatives.

l-60-30 APPLICABILITY AND SCOPE

A. The provisions of this directive apply to all
organizational elements of HHS that occupy HHS owned and
HHS leased buildings and facilities.

B. The provisions of this directive also apply to HHS elements
occupying Government owned or leased space which is
assigned to HHS elements by GSA, and space obtained on a
use permit, or nominal rental or rent-free basis. In
multi-tenant buildings, the Departmental policy will apply
within the confines of the assigned space over which HHS
elements have exclusive custody and control including
corridors, rest rooms, cafeterias, stairways and other
public space on floors or within blocks of space assigned
to HHS elements.

c. Nothing in these regulations precludes an HHS
organizational element from establishing more stringent
guidelines.

l-60-40 RESPONSIBILITIES

A. The Heads of OPDIVs  (for their headquarters, and field
components); Regional Directors (for the space/facilities
elements under their direct control); and Director, Office
of Administrative and Management Services, OS; are
responsible and accountable for implementing the provisions
of this chapter as follows:

0 In HHS occupied buildings, facilities and space, the
senior HHS  official has the responsibility for
implementing the Secretary’s policy as it relates to
space under his or her jurisdiction and control as
implemented by his/her appropriate headquarters.
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0 In multiple occupancy buildings and facilities the
senior HHS official will negotiate with the senior
officials of other occupant Government agencies (if
any) to insure that, as a minimum, the GSA smoking
policy is enforced in non-HHS occupied space in the
building. Additionally, the senior HHS official is
encouraged to seek adoption of the HHS policy by all
occupants in a multiple occupancy building.

B. Heads of Staff Offices will support the provisions of this
policy and assist the Heads of OPDIVs, RDs and the
Director, Office of Administrative and Management Services,
OS, in its implementation. The Assistant Secretary for
Management and Budget and Assistant Secretary for Personnel
Administration will provide, within their areas of
responsibility, training guidance and assistance.

c. Prior to implementation of this chapter or any provision
thereof, the organizational element shall meet its
obligation under 5 U.S.C. Chapter 71, as appropriate, where
there is an exclusive representative for the employees. In
other cases employee consultation should be direct.

l-60-50 IMPLEMENTATION DIRECTIVES

A. General. HHS officials are directed to implement and
enforce the smoking policy through the prohibition of
smoking in areas as defined in paragraph l-60-30.

B. Implementation of this policy is to be achieved:
0 immediately in building areas where separate

ventilation (single-pass air handling system) does not
exist, and

0 no later than six months from the date of this
issuance for space which can serve as temporary
designated smoking areas (space which has pre-existing
single pass air ventilation such as most restrooms),
to allow a fixed but reasonable time for training and
transition.
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0 consistent with the requirements of 5 USC Chapter 71
and provisions of negotiated agreements.

c. The Department recognizes that prior labor/ management
agreements can affect the actual realization of a
smoke-free environment at various sites and different
points of time in the six-month period for transition.

l-60-60 EDUCATION AND TRAINING

The Assistant Secretary for Personnel Administration has issued
Departmental guidance covering education, training and related
personnel issues (HHS Instruction 792-3, Personnel Manual).

,;,-60-70  NOTICES AND SIGNS

A. Notices to Employees. Officials responsible for
implementing requirements of this chapter shall inform
employees under their jurisdiction in writing of the
provisions applicable to them.

B. Signs

0 Suitable signs shall be placed on or near entrance
doors of buildings or HHS occupied areas subject to
these regulations. Signs should be procured and
installed in cooperation with the GSA Buildings
Manager in buildings managed by GSA. It should not be
necessary to display a sign in every room of each
building.

0 In accordance with the Federal Acquisition Regulation,
Part 8, the mandatory source of supply for the
purchase of the aforementioned signs is UNICOR,
Federal Prison Industries, Inc. (FPI). Prior approval
from FPI is required before using any other source of
supply  l Purchase Orders should be submitted to:
UNICOR, Federal Prisons Industries, Inc., 320 First
Street, N. W., Washington, DC 20534, (202) 724-8239.

0 The accepted international symbol for no smoking may
be used as appropriate.
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1-60-80 REFERRAL OF QUESTIONS
A. Questions on these general policy provisions as they affect

HHS occupied space and facilities should be referred to the
Office of Special Programs Coordination, Office of the
Assistant Secretary for Management and Budget (ASMB). FTS
telephone Number 245-7426

B. Questions relating to personnel policy matters affected by
this regulation shall be referred to the Office of Special
Initiatives, Office of the Assistant Secretary for
Personnel Administration, telephone number PTS 245-7153.

c. Technical questions concerning smoking and health,
educational materials, or suggested methods of discouraging
cigarette smoking in Government buildings, should be
referred to the Office on Smoking and Health, Centers for
Disease Control, Department of Health and Human Services,
Washington, DC 20201; phone (PTS) 443-1575 commercial (301)
443-157s.
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Subject: CLEARANCE OF PRRSONNRL  FOR SEPARATION OR TRANSFER
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1-90-B
1-90-c
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l-90-00
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Purpose
Definitions
Responsibility for Developing and Maintaining
Clearance Procedures
Policy
Minimum Requirements of Clearance Procedures
Items for Which Clearance is Required
Clearance Form
Supply of Forms

Form HHS-419, Clearance of Employees for Separation or
Transfer
Instructions for Completion of Form HHS-419
Sample'Installment  Repayment Agreement for Transferring
Employees
Post-Employment Restrictions Applicable to Former
Employees of the Department of Health and Human
Services

PURPOSE

This chapter sets forth policy and instructions concerning the
clearance of separating or transferring employees.

l-90-10 DEFINITIONS

For purposes of this Chapter, the following definitions apply:

Accountable Prouertv  - All personal and real property which is
made subject to accountability by appropriate authority. Such
property includes that capitalized in the fiscal records of the
Department and usually all personal property for which
quantitative record control is required to be maintained.
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&&&nistrativs  Oificer - An employee whose
consists of providing staff, auxiliary, or
services for an organizational unit.

Custodial Officer - An employee designated by an organization to

Page 2
-

primary activity
administrative

be responsible for the custody of its personal property.

Dsbt - An amount of money, property and/or advanced leave owed to
the Department.

Fiaabee  Office - The office responsible for providing accounting
services to the departing employee's organization.

Salarv  Offset - A procedure by which payroll may collect
outstanding employee debt from an employee's salary.

Bemaratiau  Rmlovee  - An employee or officer (including a
Commissioned Officer of the Public Health Service) who leaves the
employment of the Federal Government.

#8rViCiaU  P8rSOXin81 OffiC8 (SPG1_  - The personnel  Office that
handles the processing of personnel actions for the departing
employee, and which is responsible for maintaining the employee's
Official Personnel Folder.

g- An employee who transfers to another
Federal agency, or from one HHS component to another HHS
component (i.e., from the jurisdiction of one EHS supervisory
position to another).

J-90-20 RRSPONSIBILITY  FOR DEVELOPING AND MAINTAINING CIZARANCE
PROCEDURES

A. The following officials are responsible for the development
and maintenance of clearance procedures within their agency
or offices:

1.

2.

3.

The Executive Officer or designee in each Operating
Division (OPDIV) for the OPDIV's  headquarters employees
and its field employees not under the jurisdiction of
the Regional Finance Offices.

The Regional Director or designee in Regional Offices
for all employees under the jurisdiction of the
Regional Finance Offices.

The Assistant Secretary for Management and Budget or
designee for Office of the Secretary (OS) headquarters
employees.
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4. The Inspector General or designee for the Office of the
Inspector General (OIG) employees.

B. Officials listed in “An above, in conjunction with their
respective Finance Office, shall review the operation and
effectiveness of the clearance procedures within their
respective agency or office at least once every three years
and shall take immediate action to correct any deficiencies
in the procedures.

C. Officials listed in lrAn above shall ensure that supervisors
receive appropriate training and shall issue an annual
reminder notice to supervisors of their responsibilities
pertaining to the clearance procedures.

-

l-90-30 POLICY

A. For each separating or transferring employee, the employee's
immediate supervisor, with assistance from the organiza-
tion's administrative officer, is responsible for the
following:

1.

2 .

3.

Jmmediatelv  notifying the SPC when the supervisor
learns of an impending employee separation or transfer:
preparing SF 52, Request for Personnel Action, and
submitting it to the SPO in a timely manner.

Preparing Form BBS-419, Clearance of Personnel for
Separation or Transfer, Part A (items l-7) and Part B
(items 8-14) in accordance with Exhibit l-90-A and
obtainiau DD xrri e clearances. Item 14 in Part B
(Other Cle~ra~~esJa~ay  be used to enter additional
clearance requirements. (See Exhibit 1-90-B for
instructions.)

For locations which are distant from the clearance
offices, the supervisor has the option to complete the
appropriate items on the Form BBS-419 through a
telephone exit interview with the appropriate clearance
officials. Telephone clearances must be annotated on
this form with the name of the official contacted,
status of each item, and date of clearance.

Ensuring that issues of employee indebtedness to the
Department are resolved and that actions taken are
noted on Form BBS-419. (Reference: Debt Collection
Act of 1982 as implemented by 45 CFR Part 30. Also see
Departmental Accounting Manual Chapters lo-30 and
lo-41 and BBS Personnel Manual Instruction 550-g.)
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a. SeDaratiau  from the Federal Government .

(1) If the employee is separating from the
Federal Government, all outstanding
indebtedness must be repaid before
separation. Agreements for repayment
after separation are not acceptable.

(2) If the employee has an outstanding debt that
is unresolved at the time of separation, the
supervisor is responsible for ensuring that
the employee‘s final timecard is not sent to
payroll through the normal process. The
supervisor will send the timecard and an
explanatory memorandum to payroll through the
payroll liaison. Payroll will withhold the
amount of the debt from the final salary
payment and the lump-sum annual leave
payment. If necessary, payroll will take
other appropriate actions permitted under the
Debt Collection Act and other authorities as
required, including a request to the Office
of Personnel Management (OPM) to withhold the
appropriate amount when the employee seeks to
withdraw retirement monies. (Procedures for
collecting debt from Commissioned Officers
are contained in the PHS Commissioned Corps
Manual.)

(3) If indebtedness is discovered after
submissionof the final timecard, the
supervisor must immediately request the
payroll liaison to arrange for withholding
from the final salary payment, lump-sum
annual leave payment and retirement benefits.
(Procedures for collecting debt from
Commissioned Officers are contained in the
PHS Commissioned Corps Manual.)

(4) If the indebtedness is later cleared by the
employee, the supervisor should inform the
payroll liaison so that the employee can be
paid any amounts withheld.

b. Transferrinu  to another HHS comnonent.

(1) If the employee is transferring to another
HHS component and has an outstanding debt,
the employee may elect to pay off the debt in
full prior to transfer, pay the debt in
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(2)

(3)

-

installments, or have payroll automatically
deduct payments from his/her salary.
Employees must sign an agreement in the case
of installment payments (see Exhibit 1-90-C
for sample agreement). If an installment
agreement or salary offset is already in
effect, the employee may continue repayment
through this mechanism until the debt is
satisfied.

If the employee has an outstanding debt that
is unresolved under b(1) above at the time of
transfer, the supervisor will notify the
payroll liaison and request initiation of
salary offset (see HHS Personnel Manual
Instruction 550-9).

If indebtedness is discovered after the
'employee has transferred, the SPC will inform
the employee's new SPC and request assistance
'in obtaining resolution from the employee
(see HHS Personnel Manual Instruction 550-g).
If full payment or a signed agreement for
installment payments is not received within
60 days, salary offset is to be initiated.

C . Traasfertinu  to another Federal Auencv.

(1) If the employee is transferring to another
Federal Agency and has an outstanding debt,
the employee may elect to pay off the debt in
full prior to transfer, pay the debt in
installments, or if salary offset is' already
in effect, continue repayment through salary
offset at the new agency until the debt is
satisfied. Employees must sign an agreement
in the case of installment payments. (See
Exhibit 1-90-C for sample agreement.) To
either initiate or continue salary offset,
payroll computes the status of employee
indebtedness as of the effective date of
transfer, and provides this information to
the SPG. The SPC will then request the new
agency to initiate or continue salary offset
until the debt is satisfied.

(2) If the employee has an outstanding debt that
is unresolved under c(1) above at the time of
transfer, the supervisor will notify the
payroll liaison and request initiation of
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salary offset (see HHS Personnel Manual
Instruction 550-g).

(3) If indebtedness is discovered after the
employee has transferred, the SPC will inform
the employee's new agency and request
assistance in obtaining resolution from
the employee (see IiHS Personnel Manual
Instruction 550-9). If full payment or a
signed agreement for installment payments is
not received within 60 days, the SPO will
request salary offset.

4. Ensuring that the employee has satisfactorily accounted
for accountable property, funds, forms, and records.

a. If the employee's responsibilities include
accountability for property at an installation or
accountability for funds, appropriate arrangements
must.be  made to verify the accuracy of records
and/or accounts and to transfer responsibility to
a successor in accordance with HHS Materiel
Management Manual Part 103-27.5015.

b. Issues regarding property provided to employees
with disabilities as a reasonable accommodation
and the possibility of its transfer to another
part of IiHS  or another Federal agency should be
handled in accordance with HHS Materiel Management
Manual Parts 103-43.1 and 103-43.3.

c. If accountable property, funds, forms and records
are not returned or proper clearances not
obtained, the supervisor is responsible for
ensuring .that  issues of employee indebtedness to
the Department are resolved and that actions taken
are noted on Form HHS-419.

(1) For employees separating from the Federal
Government, see l-90030A.3a.

(2) For employees transferring to another HHS
component, see l-90030A.3b.

(3) For employees transferring to another Federal
agency f see l-90030A.3c.

d. When deductions for missing property have been
made from an employee's final salary payment,
lump-sum leave payment and/or retirement account,
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and the missing property is later returned, the
former employee is entitled to repayment for any
amounts deducted. The supervisor, with assistance
from the administrative officer, should instruct
the former employee to submit a claim for
repayment in writing to the Finance Office stating
name, current address and reason for claim and
specifying the amount due.

5. Ensuring the return of all identification and building
passes and keys.

6. Ensuring that the Personnel Security Representative is
notified whenever an employee in a sensitive position
who has a security clearance for access to Top Secret,
Secret, or Confidential information is separating or
transferring. . The employee must be debriefed and the
security clearance must be withdrawn.

7.

-

Ensuring that appropriate measures are taken to cancel
access to HHS ADP systems, databases, networks (local
and wide area), data centers, etc. All employee ADP
related identification codes, computer passwords and
account numbers will be changed or deleted on all
systems, networks, etc., prior to or simultaneous with
the transfer or separation of the employee.
(Reference: The Computer Security Act of 1987, PL 100-
235 and ORB Circular A-130 Appendix III, Security of
Federal Automated Information Systems (AIS).  Also see
HHS AIS Security Program Handbook.)

8. Following the completion of the clearance processing
and satisfactory resolution of.any issues, obtaining
the employee's signature and date in item 15 of the
Folm HHS-419. (If the employee is unable or refuses to
sign, the supervisor will note this in item 15.) The
supervisor will then sign and date item 16 of the Form
HHS-419 certifying that all required clearances have
been obtained.

9 . Issuing a copy of the completed Form HHS-419 to the
employee, forwarding an information copy to the SPO,
and returning the completed original to the
administrative officer for retention. The Form HHS-419
will be retained for one year or for one year after any
indebtedness is recovered, whichever is longer.

10. Ensuring that all communication with employees with
disabilities is conveyed in a medium that is understood
by the employees.
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1.

2.

3.

4.

5 .

6.

Notifying their supervisor of plans to separate or
transfer at least two (2) weeks in advance of the
scheduled date.

Resolving any issues of 'indebtedness before separation
or transfer and working with the supervisor to ensure
that proper clearances are obtained.

Returning all accountable property, forms, records and
other Government property to the appropriate clearance
office.

Completing and returning all required forms.

Signing and dating the certification block in item 15
of the Form BBS-419 which attests that the employee has
no unresolved indebtedness with the Department or
Government property in his/her possession.

Informing management if written or oral communication
needs to be presented in alternate formats to
accommodate an employee's disability.

JCXMIMUM  RBQUIRBXBBT8I  OP CBBARADTCB  PmDoBE

A. Each clearance procedure developed under l-90-20 shall
assign to supervisors, with assistance from the appropriate
administrative officer within the organization, the
responsibility for coordinating the clearance of all
employees who separate or transfer from the organizational
unit. Additionally, the organizational unit responsible for
each part of the clearance process must be clearly
identified.

B. The procedures shall include the policy in l-90-30.

c. The procedures shall place responsibility for follow-up
action to resolve any outstanding issue and/or to collect
any outstanding indebtedness following the separation or
transfer of an employee.
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J - 9 0 - 5 0 ITEns FOBWRICBCLFARAD CE XS REQUIRBD

Clearance is required for all funds and property, including
personal custody, custodial, and accountable advances made to the
employee, and accountable and controlled forms, files and records
issued to the employee.

l-90-60 CLBARABTCR  FORM

Clearance of separating and transferring employees will be
secured through the use of Form HHS-419, Clearance of Personnel
for Separation or Transfer (see Exhibit 1-90-A). An OPDIV or
Region with a similar form that meets all the requirements of
this chapter may use such alternative form. Previous versions of
this form are no longer authorized for use.

SUPPLY OF FORMS
-

Form HHS-419, Clearance of Personnel for Separation or Transfer,
may be obtained through normal requisitioning channels. Public
Health Service activities should obtain their supply of forms in
accordance with the information contained in the PHS Forms
Catalog.
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GUIDELINESFORCOMPIXTINGFORMHHS-419

1 . Detailed procedures and instructions for completing Form HHs-419  are contained in General
Administrative Manual (G&f)  Chapter l-90  and Exhibit 1-90-B.

2. The employee’s supervisor (assisted by the administrative officer) is responsible for obtaining
appropriate clearances for employees separating or transferring from their units, and will initiate
Form HHS-419 by Slling in Part A, items 1-7, when informed about the pending separation or
transfer of an employee. When physically possible, the Form HHS-419 will be hand-carried  to
those officials from whom clearance is necessary. For  locations which are distant from the
clearance offices, the supervisor may obtain telephone clearances when deemed appropriate.
Telephone clearaxes must be annotated with the name of the official contacted, status of each
item,anddateofciearance.

3 . The clearance officials who are responsible for the items listed in Part B, items S-14, shall
secure, when applicable, the return of issued items and forms, check and initial the clearance
action they take. They will descn’be  on a separate continuation sheet items for which clearance
is not granted along with recommendations for immediate actions. (Continuation sheet(s) must
be attached to Form XHS-419).

4. If the employee is indebted to the Department, the supervisor shall take the following actions as
applicable:

a. &range  for settlement/resolution of the employee’s indebtedness to the Department
prior to separation or transfer.

b . If the employee is separating from the Department and has not repaid his/her
indebtedness prior to separation, see GAM  l-90-3OA3a  for required procedures.

c. If the employee is transferring within HI-IS or to another Federal Agency and has not
resolved hisher  indebtedness prior to transfer, see GAM l-90-3OA.3b
and 3c for required procedures.

5. After all items in Part B have been cleared or resolved and the employee has signed and dated
the certification block in item 15 (if the employee is unable or refuses to sign, the supervisor
will note this in item 15) and the supervisor has signed and dated the certitication block in item
16, a copy of the Form HHS-419  will be provided to the employee.

6 . The completed Form HHS-419  and all continuation sheets shall be retained in the administrative
officer’s tiles for one year or for one year after any indebtedness is recovered, whichever is
longer. An information copy will be forwarded to the Servicing Personnel Office.
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IRSTRUCTIOrSS  FOR COMPtETIO~  OF FORM HHB-4S9,
CLZARIWCE  OF EMPLOYEES FOR SEPARATIO#  OR TRARSFER

PART A, ITEMS 1-7 IDENTIFICATIOI  IIsBORMATIO#: Enter information
on employee separating or transferring.

PART B, ITRMS 8-14 CLMRARCRS: Clearances must be obtained from
each of the offices below. The employee's supervisor will place
a check mark in the N/A column if a specific clearance item is
not applicable. Once cleared, the clearing office will place a
check mark in the "Cleared" column. Items which are not cleared
will be marked with a check mark in the "Not Cleared" column; the
reason for not clearing must be explained on a separate
continuation sheet. For any items lost by the employee, a signed
statement from the employee explaining the loss must also be
attached to the Form HHS-419.

8. SUPERVISOR/ADMINISTRATIVE  OFFICER The employee's immediate
supervisor, with assistance from the organization's
administrative officer, is responsible for ensuring that the
items listed below are accomplished:

a.

b.

C .

d.

e.

ADP Securitv  Cancel employee's access to BBS ADP
systems, databases, networks (local and wide area),
data centers, etc. All employee ADP related identifi-
cation codes, computer passwords and account numbers
will be changed or deleted on all systems, networks,
etc., prior to or simultaneous with the transfer or
separation of the employee. (See GAM l-90-30A.7.)

Advanced Leave, If annual or sick leave has been
advanced to an employee and not earned by the time of
separation or transfer, the employee is generally
obligated to repay the advanced leave. (See HHS
Personnel Manual Instruction 6300l-30J.)

Buildina Pass The BBS issued building pass must be
returned. If the pass was returned in advance of
leaving and a temporary pass was issued, the temporary
pass must be returned to the supervisor.

Jdentification  Cards All government issued identifica-
tion cards such as the FEMA Special Facility Identifi-
cation Card, credentials and badges must be returned.

PevS All office/desk keys must be returned to the
employee's supervisor.
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f. Rotor Vehicle Onerator  Identification Card An employee
who has a Motor Vehicle Operator Identification Card
(SF-46) must surrender it when separating or
transferring. (See BBS Personnel Manual Instruction
930-l-100.)

g* Official Files/Records The employee's supervisor is
responsible for ensuring that all pertinent files and
records in the possession of the employee are returned
and retained by the organization for the periods pre-
scribed in the appropriate records disposal schedule.

9. FINANCE It is the responsibility of the cognizant
organization (e.g., finance/accounting office or administra-
tive services) to ensure that outstanding employee indebted-
ness is settled or resolved as follows (Reference: Debt
Collection Act of 1982 as implemented by 45 CFR Part 30):

a. Accountable Forms Any controlled form such as a
Government Bill of Lading (GBL) or other documents or
papers  I i.e. blank third party draft stock or
Government Transportation Requests (GTR). The issuing
office is responsible for ensuring, for those employees
responsible for safeguarding these forms, that there is
a proper accounting for all forms. (See Departmental
Travel Manual Chapter 4-10.)

b. Credit Cards Any commercial or Government credit card
provided directly to an employee or obtained by an
employee through a Government assistance contract for
use in official Government business. Types of cards
include:

0 U.S. Government Credit Card
0 Credit card for use while on official Government

travel (currently the Diners Card)
0 Small Purchase Credit Card
0 Telephone Credit Card

Employees separating or transferring to a different
"CAN"/organization  must turn in all Government credit
cards to the issuing office. Credit cards issued in
the employee's name will be destroyed in the presence
of the employee and the account cancelled by the
issuing office. (For locations distant from the
issuing office, the supervisor will collect the
card(s), notify the issuing office, and send the
card(s) to the issuing office.)
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C .

d.

e.

f .

lovee meruencv  Pavment  Funds provided to an
employee when payment for hours already worked was not
received by the employee.

BHS Finance Offices may issue an Employee Emergency
Payment to temporarily replace a salary payment
inadvertently not processed, lost, stolen, etc. The
Finance Office is responsible for ensuring that
repayment is accomplished within thirty (30) days of
the date the Emergency Employee Payment is issued.
(See Departmental Accounting Manual Chapters lo-30 and
10-41.)

Jurv Fees Jury fees paid to an employee which
represent other than reimbursement for commuting
expenses must be collected from the employee.

Relocation Allowances Allowances paid to an employee
as a result of relocation from one duty station to
another. Amounts determined to have been overpaid to
employees must be repaid. (See Departmental Travel
Manual Appendix B, Federal Travel -Regulation on
Relocation Allowances.)

Travel Advance Funds provided to employees, in
advance, to pay for transportation, food, and lodging
costs while on official business away from their normal
duty station. An outstanding travel advance owed by a
departing employee, and any outstanding travel vouchers
which the employee has failed to submit, must be repaid
and resolved prior to the employeeVs  departure. (See
Departmental Travel Manual Chapter 3-20.)

-

10. PERSONNE&  It is the responsibility of the Servicing
Personnel Office (WC) to appropriately review, clear and/or
resolve the items listed below. If there is indebtedness
for these items, the SPO will contact the appropriate office
(e.g., payroll, finance, etc.) if necessary to ascertain the
amount of the debt and to determine whom the employee should
contact to resolve the debt. The SPO must confirm that the
indebtedness has been resolved before indicating Vleareds
on the Form HHS-419. (See HHS Personnel Manual Instruction
550-9.)

a. Debt Collections Certain employee debts are tracked by
Payroll, including:

0 Health Benefits If an employee continued to
receive health benefits during a period he or she



BHS Exhibit 1-90-B
General Administration Manual
BBS Transmittal 90.03 (07/13/90)

Page 4

was in a non-pay status, the SPO must determine
whether the Government was reimbursed for the
health plan premiums for this period.

0 w Overn8ymentS  The SPC must determine if an
indebtedness exists due to a salary overpayment to
an employee.

b.

When BBS has paid the travel and transportation
expenses of an employee to a new duty station, the
employee is generally obligated to continue in the
employ of the Federal government for a specified period
of time or to repay the expenses. (See BBS Personnel
Manual Instructions 571-1 and 571-4).

Other employment incentive and/or allowance agreements
may also require repayment when an employee separates
prior to completion of the agreement (e.g., Physicians
Comparability Allowance or overseas employee's vacation
leave travel expenses). (See BBS Personnel Manual
Instructions 595-l or 301-l.)

.c. I s s u a n c eNoti

The SPC will ensure that BBS employees are given
required notices/forms appropriate to the circumstances
of their leaving (e.g., unemployment compensation,
thrift savings plan, health benefits, life insurance,
post-employment restrictions, executive financial
disclosure, etc.). Some forms may require completion
and return by the employee. Attention should be
directed, in particular, to the following:

0 All separating employees must be given a copy of
GAB Exhibit 1-90-D, Post-Employment Restrictions
Applicable to Former Employees of the Department
of Health and Human Services.

0 All separating employees must be given a copy of
SF 8, Notice to Federal Employee About Unemploy-
ment Insurance.

0 Certain separating employees covered under the
"Ethics in Government Act" (i.e., SES, PHS
Commissioned Officer O-7 and above, Schedule C,
Administrative Law Judges, and others as
appropriate) must be given a copy of SF 278,

-.-
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11.

12.

13.

14.
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Executive Personnel Financial Disclosure Report.
They are required to complete and return the
SF 278 within thirty (30) days of separation.

d. Securitv  Clearance If the employee is vacating a
sensitive position (Level 2, 3, or 4), the Personnel
Security Representative (PSR) of the organization #EST
be notified. The PSR will need to debrief the employee
if the employee has a security clearance (Top Secret,
Secret, or Confidential) and the security clearance
must be withdrawn. The PSR may also need to cancel an
ongoing investigation. (See BBS Personnel Manual
Instruction 731-1.)

e. Traininu  in Outside Institutions Training of more then
80 hours through a non-Government facility generally
obligates an employee to continue in the employ of BBS
for a specified period of time after completion of the
training or to repay certain training expenses. (See
Federal Personnel Manual Chapter 410.)

CUSTODIAL OFFICER - BBS-Owned Eouinment
Employees issued typewriters, dictating/transcribing
machines, laptop computers, or other items of BBS property
must return this equipment to the custodial officer. (See
GAM l-90-30A.4.)

WBRARX Departing employees must return all books,
materials, etc. borrowed from the library.

PARKING PERMIT Parking permits listed in the name of the
departing employee must be returned to the parking
management office.

OTHER Enter in items 14a through 14e other clearance
requirements not specified in items 8 through 13.

EMPLOYEE'S CERTIFICATIOX: Upon completion of the clearance
procedures, the employee shall sign and date the certification
block in item 15 of the Form HHS-419. (If the employee is unable
or refuses to sign, the supervisor will note this in item 15.)

SUPERVISOR'S CERTIFICATION: Upon completion of the clearance
procedures and the employee certification block in item 15, the
employee's immediate supervisor shall sign and date the
certification block in item 16 of the Form HHS-419.

-
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DEPARTMENT OF HEALTR  AND RUMAN  SERVICES
SAMPLE INSTALMENT  REPAYMENT AGREEMENT FOR

TRANSFERRING EMPU)YEE - NOT TO EXCEED ONE YEAR

an employee of the Department of
health  and Human Services, icomponent  Name) I
acknowledge that as of 8 19-t I am indebted to
the Department in the amount of $ The debt consists of
$ principal; and accrued late payment  charges of $
interest, $ administrative costs, and $ penalty.
It arose as a result of my failure to repay the Department for
(insert reason)

I hereby certify under penalty of perjury that I am financially
unable to repay the debt in full in a single payment and request
to be allowed to repay it in installments instead of having it
offset from my salary or other funds that may be due me.

-. TERMS OF TRE REPAYMENT AGREEMENT :

Repayment of $ (existing principal and all accrued to
date late payment charges) with financing interest of - percent
(Private Consumer Rate in effect on date of agreement) in
equal payments of $ payable on the dates listed below.
Financing interest over the length of the agreement will amount
to $ .

PAYMENT DUE DATES:

1.
2.
3 .
4.
5.
6.
7.
a.
9.

10.
11.
12.

19
19
19
19
19
19
19
19
19
19
19
19

-. (OTHER SIDE IS To BE COMPLETED)
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Payments must be made out to the Department of Health and Human
Services and be received by the Finance Office at the address
noted below on or before the payment due date. Failure to pay
any payment on time will result in this repayment agreement being
declared in default. Without further notice, any amount owed at
the time of default will be referred to your then current Agency
for offset against your salary or other funds due to you.

DEPARTMENT OF HEALTR  AND IiDMAN SERVICES
(Insert mailing address)

I have read the above repayment agreement and I understand and
agree to its terms and conditions as witnessed here by my
signature.

Employee's Signature Date

Current Home Address

City, State, Zip Code
-----------
---a---- -- - I_- B,,,----tzz=B,,===-==------

FINANCE OFFICE APPROVAL:

I hereby approve the repayment of the above cited debt by
installments.

Approving Official's Signature Date

(Insert name and title of approving official)

-

(Insert location of approving official)
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POST-EMPIX)YMENTRESTRICTIONS  APPLICABLE To FORMER
EMPLOYEES OF THE DEPARTMENT OF HEALTH  AND BUMAN  SERVICES

WHO TERMINATE ON OR BEFORE DECEMBER 31, 1990

I. . .Restrlctlons  ADKMC able to ALL Former EmnlOVeeS

All former employees are barred from ever representing another to
the Federal government on any particular matter involving
specific parties which they were personally and substantially
involved in while a government employee. (18 U.S.C. Section
207(a)). Also, there is a two-year prohibition on representation
on any such matter which was pending under the former employee's
official responsibility during his or her final year of
government service. (Section 207(b)(i)). The term "particular
matter involving specific parties" includes matters such as
grants, contracts, applications, lawsuits, and other matters in
which specific named parties are or were involved. It does not
include policy matters such as regulations which have general
applicability to the outside world.

III. Restrictions ADDllCabl e ONLY to Former "Senior EmDlovees~'
-

In addition to the above restrictions, the Department's
approximately 335 "Senior Employees" listed at 5 CFR Section
737.33 are also subject to the so-called Wooling  off" period
imposed by 18 U.S.C. Section 207(c), For one year after leaving
government, a former senior employee may not represent another
person or himself in attempting to influence his/her former
agency on any matter (new or old) which is pending before, or of
substantial interest to, his/her former agency. However, under
Section 207(d)(2) former senior employees whose principal
occupation or employment is with (1) a state and local
government, or agency or instrumentality thereof, (2) an
accredited, degree granting institution of higher education, or
(3) a hospital or medical research organization defined under
Section 501(c)(3) of the Internal Revenue Code are exempted from
the restrictions of Section 207(c). A second special prohibition
in Section 207(b)(ii) provides that for two years after leaving
government, a former senior employee may not aid or assist in
representation of a party by personal presence  on any matter in
which he or she was personally and substantially involved.

Please contact your Deputy Ethics Counselor or the Department's
Designated Agency Ethics Official at (202) 245-7258 for more
information.

-

July 1990
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POST-EMPLKWMENT  RESTRICTIONS APPLICABLE TO FORMER
EMPIOYEES  OF THE DEPARTMENT OF HEALTH AND HUMAN  SERVICES

WHO TERMINATE ON OR AFTRR  JANUARY 1, 1991

I. I . .Restrictions Aonlicable  to ALL Former -1OVeeS

All former employees are barred from ever representing another to
the Federal government on any particular matter involving
specific parties which they were personally and substantially
involved in while a government employee. (18 U.S.C. Section
207 (a) (1) 1. Also, there is a two-year prohibition on
representation on any such matter which was pending under the
former employee's official responsibility during his or her final
year of government service. (Section 207(a)(2)). The term
"particular matter involving specific parties" includes matters
such as grants, contracts, applications, lawsuits, and other
matters in which specific named parties are or were involved. It
does not include policy matters such as regulations which have
general applicability to the outside world. There are additional
restrictions on employees who were involved in trade or treaty
negotiations. (Section 207(b)).

.IX. Restrictions Aonlrcabl e ONLY to Former "Senior EmDloveeS~~

In addition to the above restrictions, the Department's
approximately 335 "Senior Employees" (i.e., all EL II-V's,
everyone paid at a GS-17 or above, and all 0-7's  and above) are
also subject to the so-called "cooling offW period imposed by 18
U.S.C. Section 207(c). For one year after leaving government, a
former senior employee may not represent another person in
attempting to influence his/her former agency on any matter (new
or old) which is pending before, or of substantial interest to,
his/her former agency. The Secretary is also prohibited from
lobbying anyone in HHS for one year and is further barred from
lobbying Executive Level officials in the executive branch for
one year. (Section 207(d)). However, under Section 207(j)(2)
and (3), the restrictions in Sections 207(c) and (d) do not apply
to employees whose principal occupation or employment is with (1)
a state and local government, or agency or instrumentality
thereof, (2) an accredited, degree granting institution of higher
education, (3) a hospital or medical research organization
defined under Section 501(c)(3) of the Internal Revenue Code, or
(4) an international organization of which the United States is a
member. All employees subject to the one year bans are also
barred for one‘year from representing, aiding or advising a
foreign government or foreign political party on a matter before
any Federal agency. (Section 207(f)).

Please contact your Deputy Ethics Counselor or the Department's
Designated Agency Ethics Official at (202) 245-7258 for more
information.

July 1990
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CHAPTER 14.19
ADMINISTRATIORPOLICYANDPRoCEZXiRE  OlfEXMJTIVEPRIVILEGE

l-ll9-00  Scope
10 Policy and Procedure

l-ll9-00 SCOPE

The President recently informed the Chsirnmn of the Foreign
Operations and Govermuent, Information Subcomittee  of the
HouseCcmitteeonGov -t @erations  of the policy and '
~rocedurcrofthtAdppinistrstionwlthregsrdtoclnilanof
'executivepritilege."  Thetext
apmt is reproduced in l-119-10.

of the President's state-

l-llg-10 POLICY Am PROCEMIRE

The President 8ent  8 memorandmto  the heads of letecutive
Departments andagencies  "establlshingaproced~togovern
coapliance with Congressional dammds for inform&ion"  as
follows:

The policy of this  &imlnlstratlon  is to
comply-to the fullest extent possible  with
Coneressional reouesta f o r  lnformatlon.
WhiletheExeoiii~eBranch  h8a the reapou-
idblllty of withholdlug  cert~&  lIkfo?matiOn
the disclosure  of which  would be incompatl-
ble with the public interest,  this Ad&n-
lstratlon  will invoke this authority only in
the most compelling circumatancee~  and
after a rigorous lnqulry  Into the actual
n&d  for ltd  exercise. For those remons Ex-
ecutive prlvllege will not be used tvlthout
epe&lc  Presidential  approval. The fO~OW-
ing procedural steps will  govern the lnvoca-
Uon of Executive privilege:

1. If the head of an Executive  department
or agency (here&tar  referred to as “depart-
ment head”) believes that compllan?  wlth
a request for information  lrom a Congres-
slonal  agency addrersed  to his  department or
agency ralses a substantlal question as to
the need for lnvoklng  Executive  prlvllege, he
should consult the Attorney Genergl  through
the O&e of Legal Counsel of the Depart-
ment of Just&e.

2. If the department head end  the At-
tOmeY Generai  agree, ln accordance with
the Policv  set forth above. that Executive
prlvliege~~hall  not be lnvokda  ln the clrcum-
stances, the lnformatlon shall  be released
to the lnqulrlng  Congressional  agency.

5. If the department head and the At-
torney General agree that the clrcum-
etances  Justify  the lnvocatfon  of Executive
prlvllege~ or ii  either of them belleves  that
the issue  should be submitted  to the Presl-_--  __-.  --~ ~~
dent, the matter shall be tranamltted  to the
Counsel to the Presldent, who wlll advise
the department head of the Pm&dent’s  de-
cision.-

1. In the event of a Presldentlal  declslon
ta invoke  Executive brlvflexe.  the dembrt~
memt head should‘advlse th> -Congressional
egency  that the claim of Executive  prlvllege
ls  being made wlth the speclic approval of
the Resident.

6. Pending a dnal determlnatlon  of the
matter, the department head should re-
quest the Congressional  agency to hold Its
demand for the Information  ln abeyance
until such determlnatfon  can be made. Cars
shall be taken to lndlcate that the purpoes
of this  request ls  to protect the prlvllege
pending  the determlnatlon, and that the
request does not constitute a claim of prlv-
ilege.

Fwxaao  NIXON.

= TWO.3  (2/3/70) superetes lkmrrz  circ- I=+%, 5/25/65
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Departxnent-wideScheduleof~
Annual l&port  to Congress

Sam3

A. DSs chapter sets forth the Department's policies, practices and
procedures for iwlementing  and administering theReedan
of Information Act (FDIA) as amended by P. L. 99-570.  Further
guidance a&details  are cuntainedin  the Department's implementing
Public Information Regulation (45 (3% Part S),.as  amended.

B. me Reedanof Information=  requires thatallrecords am3
documents in the possession of FWeral agencies be made available
upon request for inspection H/or  copying unless the records or
documents fall within one or mre of the nine specific exemptions
identified in the Act.

l-120105 EQLICY

A- Ihe DepartmEW's  policy calls for the fullest responsible disclosure
consistent with t&se requirements of confidentiality and adminis-
trative necessity tich are recqnized  in the Reeds of Infonnaticm  Act.
It is the practice of the Dspartmmt,  therefore, to wke records avail-
able whenever it is possible to do so without violating the rights of
individuals or organizations or iqm3ing  the Department's  ability to
perform its functions.

B. me Act identifies nine specific exemptions tiich agencies may emplay
to witlihold records.
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A.

B .

c.

D.

The Assistant Secretary for public Affairs is responsible for
establishing. Departmntal  Freedan of Information Act policies,
coordinating, monitoring, ccmqpiling  reports to Congress, and
providing  training and technical assistance to Operating Divisions
(0PDIvs).

The De-t’s  EYeedm  of Information Officer is responsible
for remmnmdirq  and implementing policies arki  procedures to ensure
ampliance  with the  requirements of the  Act and coordinating
consistent application thrmaat  the Department.

Ckil  Freedan  of Information Officers as listed below have Cbe
dc!x*ity to release or deny records in response to EDIA requests
and to darge,  waive, or reduce fees for processing FOIA  requests.

EYeedan  of Infonmtion  Officers

1. Office of the Secretary
p’amily  Sqqort Mministration
Office of Humm  Development Services

2. Public Health Service
(4

(W

(cl

W

(d

(0

(9)

(h)

Office of Assistant Secretary
forIsalth

Alcohol, Drug Abuse, and
Mental Health Administration

centers for  Disease mu01

Fmd  and Drug Administratim

Ekalth  Resources and Services
Mministration

Indian Health semice

Natimal Institutes of Eiealth

Director, EDIA/Privacy  Act
Division, Office of Public
Affairs

KlIA  Officer, PETS

KM  Officer, AHBR

FWA  Officer, Office of
Ckmmmicatims  & Brternal
Affairs

Director, Office of public
Affairs

Associate Cmnissicner  for
Fublic  Affairs

Associate Administrator
Office of Ckuununications

Director, Office of
Wcations

Director, Office of
Cunmmications
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3. Social Security Administration Director
Office of Public Inquiries

4 . Health Care Financing Administration Director, Office of Public
Affairs

E . A decision by one of these officials to deny a request  for records or to
refuse to waive fees may be appealed to the appropriate review authority
as follaws:

Review Authority

0 Officeof theSecretary Assistant Secretary for
Public Affairs

0 Family support  Administration Assistant Secretary, FSA

0 Officeof HmanDevelopnent Services Assistant Secretary for
HumanDevelopment  Services

0 EUblicHealthService  (allccmpments) Assistant Secretary for
Health

0 Social  Security Administration Camnissimer,  SSA, or Designee

0 HealthCareFinancing  Administration Administrator, EE'A

F. Before making a decision on an appeal of a denial, the designated review
official will cmsult with the appropriate Divisim of ti Office of the
General cbunsel  to ensure that the rights amd interests of all parties
affected by the request  are protected. Also, the amcurrence  of the
Assistant Secretary for Public Affairs is required  cm all appedl
decisicns,  includingthweon  fees. #en the review official responds
to an appeal, that constitutes the Department's final action m the
request.

l-120-15 OPERATING GUIDELINES

A. A "Freedan  of Information request" is any reguest  for existing records,
in the mtrol, custody, or possession of the Department. Same  requests
for records may also be "Privacy Act requests." (See Section l-120-20
below). F&quests  for "information" (as distinguished fran requests  for
VecordV)  or requests for ccpies  of publications and other information
materials produd  far public distrikkim  are not Vbedan of Information
reguests"  and shculd  be handled in acmm3ance  with established procedures
for responding to public inquiries.

B. Oral  requests may be made to a Freedan of Informaticm  Officer whose staff
will p.at in writing such requests. This  is to ensure the requester's
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rights as pgovided by the FOIA and the Department's regulations such as
the right to appeal in the case when a denial is made.

c. Even though'reguests  for.-records do not make specific reference to the
Reedan  of Information Act or the Department's Public Information
Regulatim,  theymustbe treatedas though theydid.  Search, review,
andcoWiragfees~ybedhargedtotherequesterinaccordancewi~the
provisions set forth in the Public Information Ragulation.

D.

E.

Releasing Records

1. If all records responding to the request are to be released, tie
ED1 Officer will se& me of the two copies provided by the program
office to the requester, together with a letter that informs the
requester that:

(a) All records that fall within the scope of the request
are enclosed (or will be sent at a later date):

(b) No deletions have been made and no records withheld; ard

(C) An invoice for fees is enclosed for allckable &arges or that
the fees are waived.

3-9 If a reasmable  search fails to locate the records, the requester
will be notified in writing. Such a notice does not constitute a
denial of access torxmds.

Withholding I&cords

Wen any deletion is nmde fran records that will be released, or when
anyrecordis withheld, the H)I Officer makingthatdecision, will
notify the requester in writing and

1. Describe  the deleted portions or withheld records in
general tems  only;

2. State the FOIA exemption and the provision of the Public
Information Regulation that permits the withholding:

3. &close an invoice for fees for allowable charges  or waive the
fees:

4. Ekplain the requester's right to a* the decision not to cmply
fully with the request,  and identify the official to whom the
apply should be sent:
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5. bkintain appropriate docmentatim  of records or portions withheld
in case of an appeal.

F . Appeals

In the event of an appeal, the appropriate review official will:

1.

2.

3.

4 .

5.

6.

Obtain the records fran the EDI Officer:

mutt anindependentevaluationof the initial determination:

thnsult  with theOfficeof  General Counsel and obtain
cancurrence of the Assistant Secretary for Public Affairs:

Bbtify the requester of this final agency decision and
the right to seek judicial review:

Prepareadescriptionof any records that are tobe  denied an
appeal in sufficient detail to apprise the requester of the nature
of thedocments  denied, if adequate explanatimhas not already
beenprovided; and

Maintain apprapriate'docmen tation  concerning the disposition
bf appeals.

(HHS regulations require F01 a@s files to be maintained for four (4)
years after final determinatiorr  by the agency, or three (3) years after
final adjudication by courts, whichever is later.)

1-120-x) RQumTs  FIEOM mNGREss

l&en a FWA request is received from  a tbaber  of &rqress,  it shculd  be first
determined whether it is a duly authorized requestcnbehalf of axlgress
through a legislative cmmittee or sbcamuittee. If so, the request falls
within subsection (c) of the E0IA and cnly a specially authorized claim of
executive privilege CouLd  be inteqmsed  to justify nc&ixlosure. Any mIA
requestsubnittedby the chairmanofa  ccamitteeor  swttee  on a subject
within its jurisdiction shauld  routinely fall into this category. If the
request is mt an official caranittee or subcamittee request, it should then
be processed as a request frau  "any  person" under the FUIA, but with
particular regard for the consideration of congressional relations.
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l-120-25 FELATICNSKfP BEIWEENTHEFWAANDTHE PRIVACYACT

A. TheFOIAapplies to all requests forreaxds*etheror  mt the records
aremaintainedinadesignatedPrivacyActSy&emof  Records.

B. The Privacy Actgivesindividuals the right of access tomstrecords
about themselves thatareinadesignatedPrivacy  Act Systemof  Records.

c. If an individual reguests  access to a record amcerning  himself, retrieved
by his/her name or personal identifier, and contained inadesignated
Privacy Act Systemof  Records, theHEEemployee receiving the request
should mark it "PRIVACY ACT m' and route it without delay to the
appropriate System Manager , as identified in the System notice.

D. If a requester requests records concerninganindividual other than
himself and the remrds areccmtainedinadesignated  Privacy&t
System of ?&cords,  the request constitutes an F01 request. Unless
disclosure is reguiredbytheFDIA, the Privaq Act prohibits disclosure
of the records. 'ihe FOIA requires disclosure of records  in a designated
Privacy Act System of Records to a third party Mm requests them unless
FDIA's Exemption6appliesbscause "disclosure world constitute a clearly
-ranted  invasion of personal privacy," orifanyotherFOIAexemptioh
applies. Inmkingapersonal  privacydetermination,  we will balancean
individual's right to privacy against the public interest in disclosure
of the records. public interest in this ccntext is limited to the kind
of @lit interest for Mhidh Ccrqress  enacted the POIA,  i.e., to prwide
significantinsightintoanagency~sperformnce of its statutory duties.

E. If a requester mislabels a request,  mistakenly saying it falls under
One Act rather than the other, we will place it in ths proper channels,
and, inanyevent, we will applytheActt.hatprovidestbmst
infurnmtion.

The 1974 Amendments to the Reedan of Informtim  Act mtpmer a District Cburt
tohear Reedanof Information  cases a& todetermine  whether or notan

sonml acted arbitrarily or capriciously in withholding reguested
If the court so finds, the Office of special  Cbunsel  must initiate a

proceed&prqtly  todeterminewhelherdisciplinaryactionis warranted
against the responsible official(s) or employee(s). The Special Ckunsel's
findingsandreaammda tions are to be sulmitted  to the appropriate
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administrative authority of the agency and to the responsible official or
mP~ayee* The administrative authority shall take the disciplinary actian
recanmended.by.the  Special CXmnsel.  (S U.S.C. 552(a)(4)(F))

l-120-35 AININISTRMWE  Dm

A. Determinations on&ether records are tobe  releasedorwithheldmust
be made and the requester notified within 10 working days of the date
of receipt in the responsible F01 office. Extensions of time will not
normallybegranted. However, thetimelimitmaybs  extendedby
written notice to the requester for not longer than an additional 10
working days only in unusual circumstances. The term Ymusual
circumstan~s"  includes the need:

1. 'lb search for and collect the reguested  records frcm
field facilities or other establishments that are
separate fran the office processing the reguest;

2. Tb sear& for, collect, and examine avoluminous axmmtof
separate and distinct records which are involved in a single
request:

3. EW consultation which shall be conducted with all practicable
speed with another office or agenqhaving  a substantial interest
in the determination of the request or among  two or mre canpments
or the agency having substantial subject-matter interest.

4. ?b conduct negotiations with submitters and requesters of informa-
tion todetermine the natureand  extent of non+Jisclosable  materials.

B. If su& extension is required, the requester will be notified in writing
withanexplanatim  oftiytheextensionwasnecess;rrvand  thedateby
which a determinatim  will  be made. mly the officials designated in
section l-120-10 are authorized to extend the time limits on initial
review.

c. Dacisionsonappealsmustbetr ansmitted in writing within 20 working
days fran  receipt in the office of the appedl  official. Extensim  of
the time limit maybe grantedaily  for the number of days notusedto
extend the initial determination period up to a maximum of 10 days.
Suchextensionmaybegrantedonly  for the reasons previously stated.

D. Failure to meet  either of these deadlines entitles the requester to
wider  his administrative remedies as e&au&z& and to seek immadiate
judicial review.
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l-120-40 m-DE x!HEwm  OF FEm

A. A detailed schedule of fees for processirrg  EWA requests is set forth
in the Wlic  Information Regulatim  45 CPR S&part 3% The officials
responsible for making initial determinations shcwn in Section l-120-10
shallalsodetenniredhel3wr  fees are tobe cbargedor waivedin
reqmdingtorequests  for records. If a fee is tobs assessed, the
responsible FOI Officer will~determine the actual or estimated dharge
for pruuidirq the reoord to the requester. There is no charge for
processing an FOIA request when the cost of collection would exceed
theamountof the fee.

B . The Anti-Drug Ahuse Act of 1986 (~4,. 99-570) amended the Reedan
of Infox'mtionActbyestablishirq  three categories of requesters
an3 the incremental charges that can be assessed against them:

1. Ekes are limited to reasonable standard charges for docuumt
search,duplicaticn&  reviewwlwrecords  are requested for
camercial  use:

2. Feesarelimitedtostandard&argesfor hcumentduplicatim
~y~ther~stismadebyaneducatianalarnoncanrmercial
scientific institution whose purpose is scholarly or scientific
research; or a representative of the news media: and

3. Fbr any request not described in (1) and (2) above, fees are
limited to reasonablestandardchargesfor doamentsearchand
dwlicatim.

C. Pee schedulesarelimited  toonlythedirect  costsof search, review
and duplication. Rwiewcosts  are limited to time spent during
the initial examinatiar of a &xzmeIlt to determine whether the
dommentmustbe  disclosed. iheviewcosts  cannot include time spent
inresolvirq  issues of law or policy.

D. m feemaybe  chargsd  to requester in the subsections  (2) ard (3)

0 If theoostofroutinecollectionandpmcess ingof the
feeare likely toqual  or exceed theamuntof  the fee; or

0 Rx the first tw hours of search or for the first one
hundred pages of duplication6

E. Fees willbepaidbycheck,  mneyorderorcreditcardpayable tothe
"U;S. Department of Health and Humn Servicesm  or to the unit as
directed in the billirrg invoice.
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F. Advance paynaent may not be required of a requester unless the requester
has failed to pay fees for an earlier request in a timely fashion or
theF01 officerhasdetermined  fhatthe feewillexceed $250.

G. Documents mustbsprovided withoutchargeor atareduced charge if
disclosure of the information  is in the public interest because it is
likely to contribute significantly to public understanding of the
cperatians  or activities of the Department and is not primarily in the
axmsrcial  interest of the requester.

H. Reqmsters  whohavebeendenieda  fee waiver or reductionmy appeal  to
one of the reviewing authorities specified in l-120-10.

l-12045 ANNUAL REPOF@ 'ID CXWRESS

A. The 1974 amendments  to the Freedan of Information Act require that
the Epa.rtmentsuhnitanannual.  report onor  before Marchlofeah
calendar year totheSpeaker  of theHouseand  to thePresidentof the
Senate for referral to the appropriate cunmittees of the CBngress.  The
reportshouldinclude:

1. The number of determinations not to mnply  with requests
for records and the reasons foreachdetermination:

2. The number of appeals and thereasms  for the action
taken on each am that results in a denial of infonmtion;

3. The names and titles or positions of each person respmsible
for thedenialof reaxds requested under this sectimand  the
nunber  of instances of participation for ea&;

4. The result of each pooce&inq  involving the sanction provision
of the 1974 amendments,  including a repart  of the disciplinary action
taken against the officer or mployee who was primarily responsible
for improperly with?mlding records, or an explanation of why
disciplinary action was not taken:

5. Acopyof everyrule  made in axmectimwit.htheReedanof
Infomation  Act:

6. Acopyof the fee schedule and the total amount  of fees
collected for making records available: and
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7. Su& other information as indicates efforts to properly
administer the Reedcm of Information Act. The Departmmt's
Reedan of Information Officer will coordinate the qilation of
data to bs included in the annual report to 0mgress an3 will issue
instructions to public affairs officials ~1 format and procedures.

B. Ea& FDIA official reqmnsible  for Wiry initial determinations on
Reedan of Information requests will cuqlete and forward to the
Departm?nt's Reedcnn of Infonnatia  Officer on an annual basis a Reedan
of Information *t Report.
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CHAPTER 1-121

REVIEW PROCEDURES FOR AUDIO-VISUAL MATERIALS

l-121-00 Purpose
10 Scope
20 Responsibility
30 Clearance for Procurement

and Production

l-121-00 PURPOSE

This chapter sets forth procedures for the review and approval
of all audio-visual materials funded under HEW grants or
contracts and intended for use with the public.

l-121-10 SCOPE

A. "Audio-visual materials" refers to motion pictures, videotape
productions, slide shows, filmstrips, audio recordings,
exhibitry or similar materials, as well as to the steps
involved in procuring them, including design, layout,
preparation of scripts, filming or taping, sound recording,
editing, fabrication, or other activities.

B. Audio-visual materials used or designed for use in the
following situations would routinely be considered as
intended for use with the public:

1. broadcast on commercial, CATV, or educational public
television facilities;

2. showing in commerical movie houses;

3. showing in public places (i.e., airports, waiting rooms,
bus or railroad depots, vacation resort facilities,
conventions, exhibit halls, etc.); and

4. showing before civic associations, schools, clubs,
fraternal organizations, or similar lay groups.

c. Coverage under this procedure is modified as follows:

1. audio-visual materials intended for use as a teaching
tool in a classroom setting or as a training tool for
professional groups will be reviewed only as to
Department identification and proper procurement
procedures; and

PA--- -._I_
HEW TN-77.3 (4/l/77) Supersedes Chapter l-121 (TN-72.3

I--
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l-121-20

A.

B.

l-121-30

A.

B.

c.

2. captioned films for the deaf (films not originally
produced for use with the deaf) shall be excluded
from these regulations, except as regards proper
Department identification.

RESPONSIBILITY

The Office of the Assistant Secretary for Public Affairs
(ASPA), Office of the Secretary, has primary responsibility
for the review and approval of all audio-visual materials
(except those produced in-house) purchased or made for use
with those publics identified in l-121-10 (SCOPE) above.
This review is made to ensure that films acquired or produced
with HEW funds contain proper Department identification, do
not become a source of embarrassment to the Department, and
assist the Department in the attainment of programmatic
objectives.

It is the responsibility of ASPA to receive, review, and
approve (or disapprove) prior to the initiation of negotiations
requests for the procurement of audio-visual materials intended
for showing to the general public. ASPA will require review
and clearance of projects a,t appropriate stages of production
or procurement process.

CLEARANCE FOR PROCUREMENT AND PRODUCTION

Follow the procedures specified in the HEW Procurement Manual,
Subpart 3-4.5400 and the HEW Public Affairs Management System
Manual, Subpart 75.1.3, except that Revised Form 524A (Request
for Audiovisual Materials) is used in lieu of a memorandum,
with the exception of procurement of exhibitry, which shall
be submitted in a memorandum.

ASPA reserves the right to review treatments, scripts, shooting
outlines, story boards, layouts, etc., in specific instances.
When such review is required, it will be identified at the time
of clearance for procurement.

Prior to submission to ASPA,  HEW agencies proposing an
audiovisual project will clear the proposal with appropriate
authorities at the agency level in accordance with agency
requirements.

.__.-.-  - -.
GENERAL ADMINISTRATION TN-77.3 (4/l/77)
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Subject: MAJOR SYSTEM ACQUISITIONS

l-150-00 Purpose
10 Scope
20 Policy
30 Background
40 Definitions
50 General
60 Major Duties and Responsibilities
70 Training

Exhibit

1-150-A

f-150-00

Office of Management and Budget (OMB) Circular No. A-
109, dated April 5, 1976 - Major System Acquisitions

PURPOSE

This chapter prescribes Departmental policies, procedures! and
responsibilities for implementing the provisions of OMB Circular
NO. A-109, Major Systems Acquisitions.

J-150-10 SCOPE

This chapter applies to all Departmental organizational elements
and shall be used in conjunction with OMB Circular No. A-109 (See
Exhibit 1-150-A) to obtain a comprehensive knowledge of the major
system acquisitions concept.

J-150-20 POLICY

The Department shall adhere to the objectives and guidance stated
in OMB Circular No. A-109 and this chapter to ensure the
effectiveness and efficiency of the process of acquiring a major
system.

f-150-30 BACKGROUND

OMB Circular No. A-109 (the Circular) establishes Government-wide
policy pertaining to the acquisition of a major system and
establishes specific policy and procedural requirements for
implementation by Executive agencies and departments.
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The

A.

Circular provides for:

Top level management attention to the determination of
Departmental mission needs and goals:

B.

c.

An integrated systematic approach for establishing mission
needs, and for budgeting, contracting, and managing programs;

Improved opportunities for innovative private sector
contributions to national needs: and

D. Early communications with Congress and OMB in the
acquisition process by relating major system acquisitions to
Departmental mission needs and goals.

f-150-40 DEFINITIONS

A. Waior  System. OMB Circular No. A-109 defines a major system
as "that combination of elements that will function to
produce the capabilities required to fulfill a mission
need. The elements may include, for example, hardware,
equipment, software, construction, or other improvements
or real property." In addition, the Circular expresses
the basic major system acquisition criteria in terms of
programs that:

1. Are directed at, and critical to, fulfilling a
Departmental mission:

2. Entail the allocation of relatively large resources; and

3. Warrant special management attention.

The Department has established a dollar threshold of $100
million (and above) to further define the parameters of a
major system. Any proposed acquisition meeting these four
criteria shall be considered a major system and shall be
acquired through the application of the A-109 policy. The
Secretary  may also decide to apply the A-109 policy to any
acquisition having an estimated system cost between $60
million and $100 million which meets the three basic OMB
major system criteria. (See l-15006OC2).

_ .- --
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B. ussion Need. A mission need is described as the capability
required to accomplish a Departmental mission or to
effectively pursue a scientific, technological, or other
opportunity related to a Departmental mission, including cost
and schedule considerations. Mission needs may be identified
through Departmental analyses or through studies directed by
appropriate executive or legislative authorities.

C. Fission  Need Statement A mission need statement explains
the mission need by stking the purpose  of the mission,
capability, Departmental activities involved, time
constraints, value or worth of meeting the need, relative
priority, and operating constraints. The mission need
statement expresses needs and program objectives in mission
terms rather than in equipment terms to encourage innovation
and competition in the private sector.

J-150-50 GENERAL

The Office of Management and Budget has emphasized that
implementation of the A-109 policy will serve to shorten the
acquisition cycle by providing a methodical or systematic
approach to a logical sequence of acquisition events and involve
top management in all stages of the acquisition process, from
start to finish, allowing for continual control and monitoring of
the system process.

The following briefly indicate the major steps encompassing a
typical major system acquisition:

A. Analyze mission.

B. Evaluate and reconcile needs in context of mission,
resources, and priorities.

c. Determine mission need.

D. Prepare mission need statement.

E . Submit mission need statement to Secretary for approval.

F. Submit mission need to Congress via budget process.
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G.

H.

I.

J.

K.

L.
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Designate a Program Manager.

- Tailor an acquisition strategy and develop plans.
- Develop solicitation for alternate system design concepts.

Competitively explore alternate system design concepts by
contract.

Select competitive system design concepts to be advanced to a
test/demonstration phase pi obtain Secretarial authorization
to proceed with the development of a noncompetitive (single
concept) system.

Conduct competitive demonstrations.

Select concept(s) and enter into full scale development,
test, evaluation, and initial implementation or production.

Commit system to full implementation or production.

The need for the acquisition of a major system, or a system
meeting the three basic OMB criteria (excluding the $100
million dollar threshold) will be formally identified prior
to the initial budget request review process and submitted to
the Secretary for approval. The major system will be
indicated in the budget request submitted to the Deputy
Assistant Secretary, Budget during the initial budget review
process. (See l-15006OC2.)

The mission need normally is communicated to OMB informally
during the analysis and writing of the mission need
statement.

After approval by the Secretary, the mission need is
communicated to Congress during the budget process in
accordance with OMB Circular Nos. A-10 and A-11.

Approval of the mission need statement begins the search for
mission need solutions by approving authority to
competitively explore alternative system design concepts by
contract. This initial approval and the establishment of a
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system acquisition program does not automatically mean that a
new major system will eventually be acquired. Based on an
approved need, designated Department activities may continue
to analyze other optional means of satisfying the need in
parallel with the contractual exploration of alternative
systems which may, as development proceeds, prove
unacceptable. This evaluation of options, including the
alternative system design concepts, provides the basis for
subsequent key decisions in the major system acquisition
process.

A program manager should be designated and provided a charter
for each major system acquisition program as soon as possible
after the mission need has been approved. The program manager
will be responsible for developing the acquisition strategy
and plans and soliciting alternate system design concepts.

After prospective contractors have submitted offers based upon
the solicitation and the offers evaluated by a panel of
experts, multiple contracts are awarded to further
competitively explore the alternative concepts, contractual
efforts are evaluated, and the program manager recommends
selected concepts for competitive demonstration.

The Secretary exercises the second key decision by committing
the continued expenditure of resources to meet the mission
need and selecting the proposed system concepts for
demonstration and evaluation.

Competitive demonstrations are intended to verify that the
chosen concepts are sound, perform in an operational
enVirOnment,  and provide a basis for selection of the system
design concept(s) to be continued into full-scale development
and initial implementation (or full implementation).

At the completion of the evaluation of the competitive system
alternatives, the program manager updates the acquisition
strategy and the anticipated cost and schedule data and
forwards these items, along with the evaluation results and
his recommendation, to the Secretary for the third key
decision- selection of the system design concept(s) to enter
into full scale development and initial implementation.
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This phase should verify that the chosen system design
concept(s) is sound and the risks are acceptable.

The final decision reserved for the Secretary is the
authorization of full implementation of the major system
needed to satisfy the mission need.

0 MAJOR DUTIES AND RESPONSIBILITIES

A. Secretary. The Secretary makes the initial determination as
to which programs will be subject to the major system
acquisition process. Once the program has been designated,
the Secretary must be kept apprised of its progress, and
therefore, shall make the four key decisions involved in a
major system acquisition. They are:

1. Approval of mission need statement (Identification and
definition of a specific mission need to be fulfilled,
the relative priority assigned within the Department,
and the general magnitude of resources that may be
invested).

2. Selection of competitively derived system design
concepts to be advanced to a test/demonstration phase
or authorization to proceed with the development of a
noncompetitive (single concept) system.

3. Commitment of a system to full-scale development and
initial implementation of limited production.

4. Commitment of a system to full implementation or
production.

In cases where more than one Operating Division (OPDIV), or
Other major Departmental activity is involved in the
acquisition of a major system, the Secretary will determine
and assign the roles and responsibilities of each activity.

1. The Acquisition Executive is responsible for
integrating and unifying the Department's major system
acquisition management process and for monitoring the
implementation of the A-109 policy and the practical
applications under that policy.
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2.

3.

4.

5.

The Acquisition Executive is not responsible for
conducting the major system acquisition; that
responsibility remains with the Departmental activity
which has identified the requirement for the major
system that will accomplish that activity's mission
need.

The Departmental Acquisition Executive (DAB) is the
Assistant Secretary for Management and Budget (ASMB).
This appointment has been made by the Secretary because
the ASMB is responsible for the primary functional
areas pertinent to the major system acquisition
process.

The DAE shall evaluate each of the four key decision
recommendations prior to submission to the Secretary
and shall be kept informed regarding all actions taken
under a major system acquisition process.

In cases where more than one OPDIV or other major
Departmental activity is involved in the acquisition of
a major system, the DAE will make recommendations to
the Secretary regarding the roles and responsibilities
of each activity.

C. Heads of OPDIV's, Heads of OPDIV Major  Elements. Assistant.Secretaries. Heads of OS Staff Offices. Reaional D irectors.
Heads of OPDXV's, heads of OPDIV major elements, assistant
secretaries, heads of OS staff offices, and regional
directors are responsible for:

1. Identifying mission needs;

2. Notifying the Secretary of major system, and possible
major system, acquisitions. (Approximately three
months prior to the initial budget reguesg  submission
to the Deputy Assistant Secretary, Budget, a memorandum
shall be prepared and submitted to the Secretary,
through the DAE, identifying each proposed major system
acquisition meeting the four criteria, each proposed
major system acquisition meeting the three OMB criteria
and having an approximate cost ranging between $60 M
and $100 M, and each proposed acquisition not meeting
one or more of the three OMB criteria but having an
approximate cost ranging between $60 M and $100 M.
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3,

4.

5.

6.

7.

8.

9.

10.

11.

Each acquisition shall be ranked as to its priority in
the overall budget plan. Justifications and rationale
supporting the determination that each acquisition
between $60 M and $100 M meets or fails to meet the
major system acquisition criteria shall be included in
the memorandum. The Secretary will approve or
disapprove each acquisition, and a copy of the
Secretary's determinations will be furnished the Deputy
Assistant Secretary, Budget. Upon receipt of the
Secretary's determination, the head of the OPDIV, etc.
will add the approved acquisitions to the initial
budget request submissions.)

Assisting the Secretary, through the DAE, in making the
four key decisions:

Designating a program manager for each major system
acquisition:

Developing the program manager's charter in
coordination with the program manager, and providing it
to the DAE for approval:

Ensuring the program manager fulfills the requisite
responsibilities and discharges the duties in
accordance with the Circular and this chapter;

Becoming familiar with the requirements of the Circular
and this chapter and ensuring staffs become familiar
with the requirements.

Implementing the requirements of the Circular and this
chapter:

Adhering to all principles and requirements concerning
major system acquisition policies and procedures:

Establishing and maintaining clear lines of authority,
responsibility, and accountability for the management
of each major system acquisition program: and

Abolishing and precluding management layering and the
placement of excessive reporting requirements on
program managers and contractors.
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D, Denutv  Assistant Secretarv. Buduet. The Deputy Assistant
Secretary, Budget is responsible for:

1. Providing guidance to the heads of the OPDIV's  etc.
regarding the identification of major system
acquisitions in all budget submissions;

2. Identifying major system acquisitions during budget
reviews and indicating them to the Secretary during his
review: and

3. Verifying that major system acquisitions are accurately
reported and assigned a relative priority ranking in
budget submissions, based upon the Secretary's approval
determinations.

E. groaram  Manaaer.

1. A program manager is to be appointed for each major
system acquisition.

-. 2. The program manager must thoroughly understand what is
involved in the major system, understand user needs and
constraints, and possess requisite management skills
and experience. The program manager is to be provided
with budget guidance and a written charter outlining
specific authorities, responsibilities, and
accountabilities for accomplishing the program
objectives. However, management layering will be
minimal to preclude restricting the program manager.
Necessary resources will be made available to the
program manager to fulfill the mission need.

3. The program manager ideally should be a multi-
disciplined, experienced manager with sufficient tenure
and interest in the program to provide continuity with
full personal accountability for action taken. The
organization and management level of the program
manager should be consistent with the importance and
scope of the program. A basic knowledge of past
experience with the particular program area is a highly
desirable prerequisite for the program manager.
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4. The program manager is to be provided with a charter to
serve  as a form of a contract between the program
manager and the Department (OPDIV). This charter,
which is developed specifically for each major system
acquisition program, sets forth the scope, objectives,
activities, organization and composition of the program
manager's major system acquisition team,
responsibilities, and the method of operations. Line
and staff levels and lines of .authority  and
accountability should be identified. All
program objectives should be stated in mission need
terms and the manner of presentation should not
preclude any viable alternative solutions.

5. An initial responsibility of the program manager should
be to recruit a staff or identify a team with the
requisite skills and experience to manage the assigned
project. Since acquisition personnel play a vital role
in the A-109 process, they should be included at the
earliest practicable point.

6. One of the program manager's first tasks will be to
develop an acquisition strategy and plan. This will
require that the program manager's team think through
the acquisition process and the myriad of individual
considerations involved. Based upon this review and
evaluation, the factors must be integrated and blended
to achieve the program objective(s) in an economical,
effective, and efficient manner. In developing a
system acquisition strategy, considerable thought
should be given to specific program goals and
objectives. The approach should not be constrained by
past routine practices or follow a "schoolbook"
solution--the acquisition strategy is to be tailored to
the mission need.

7. The strategy should form the basis for the program
manager's system acquisition plan. The plan should be
used to communicate with higher authority, the
management team, and industry. The plan also should
provide the means of measuring accomplishments and
risks and handling contingencies as the program
progresses. At program initiation, it is neither
possible nor desirable to address all considerations
in detail. It is possible and desirable, however, to
examine and schedule when decisions on each
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consideration can and must be made throughout the
acquisition process, that is, to develop and report
milestones. Also, there should be a means of refining
the strategy and plan as the program proceeds.

8. The program manager is responsible for preparing, and
submitting to the DAE through established management
channels, the acquisition strategy, the acquisition
plan, and the key dec,ision  analyses, findings, and
recommendations. When developing the acquisition plan,
the program manager shall provide for a schedule to
report pertinent milestones throughout the system
acquisition process to indicate progress and
interrelationships with the objectives of the Circular.
These milestone reports shall also be submitted to the
DAE for review.

l-150-70 TRAINING

Training needs will be identified as the Department becomes
involved with the application of the major system acquisition
policy. Program managers and other personnel to be directly
involved shall be required to attend formal training sessions
sponsored by the Federal government.
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SUBJECT: Major Systua Acquisitions

1. Pur33¶c. This Circular l stcblishcs pslicics,  to be
follOucrdy  executive btanch agencies in the boqS;itition  cl.
mcjor sysL*ns.

2. Backaround. The l cqulsitibn of major systems by the
Fcdcrrl Govcrn3,ant constitutes one of the most  crucftl ad
8xpcnsivc  8ttivitics pc:Zozaed to met nr+icn81  needs. Its
imFa=t  is critical 03 technology, on the Kation’s  l conozic
md fiscal ptlicies,  an& On the accoapliskacnt of Govcrmcnt
rgcncy  tissi0r.s in such fftlth  8s dcftr.sc,  sp8etr  c!ntrfp  8t.C
tzczspor~cticr.. For t number  of years8  ttcrc has been  dcc?
Concern over the cifcctivencsr  of the  management of mrjor
system 8c~cioitions. The report of t h e  Cocstssioz  or.
Covcrrscnt Proccrcscn+ rccomnondtd  brsic  ChWagcs to fmprCVC
the procsrt  of rcgdrinp major systems. This Circulrr  is
bctt3  OR cxccutivc  b r a n c h  sor~ideration  o f  the  Colu.lission’r
rrcoz%?tndationr  .

3. Reebmsibilit~. tath  agene\*  head her the rtspsnsibtlfty
t0 CGzc that urc-provisions 02 this Circular arc  fo2lOwcd.
This Circuirr  p:ovFtts c~&nfttsctivc  direction to he&s  of
8gcndcr cnC does not establfth and shall  not be construe?
t0 CZCCtc  any suhtan~ivc  c: ~:oecCurar basis for any ptZS0::
to c.?cLLcrrgt  cny --‘on  or iaactior, on the basis the=
tuch  ttzi

b$CZ:=Y  b.. we
o n was net in l co:C&ntc with  this Circular.

4. Covcr8ac. This Circular covczs  end  cpplies  to:

P2nsqcmcz.t  of t h e  acquisition  o$ ~cjor spsttns:
b Anblysis ofmzsston needs l

cqenc;f~issions l Dcttz.isf+ion 0;

Detczhatioa
Setting objr ttzvts

pltnzin5 l

of system
progr&%

requircncnts SyStClR FrO~rG
Budgtting ’ funding * Rtstbrch l  CnSintcrFng  l

Dcvt  1C~:stnt and evaluation l Cor.trrttfn5 ’
ProJucz;ron  l

’ TestinS
Propun  a n d  managee.tn+  conttol  ’ IntroductiCn

(Ho. A-l091
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of the system into use of othervise sut=cssf?aL  l c~:ieverzent
of program objectives.

b . All pro9raas  for the l cpufsition of major systrzs
even though:

(1) The system is one-oi-a-kind.
(2) The 89wzy*s involvrrsrnt  in the system is

lhnith!  to t h e  deve1oper.t  of denonstsrtion  ha:Cta$a  for
optioml use by the pdvate seefc: rather ‘,a,-.  .e, t!m
l 9ency’r mm USQ.

is. WffnitiOES. As used in this Circulu:
8* E⌧ecutive  l cenev (hrrrY,na%rr  rcfarrd to as l 9enq)

mearts 8n txecutkve depar~cnt, and an independent
establishment within tbr meaning of sectioas  101 G?C 104(Z),
resp8ctively, of Title f, United states C&e.

b. Aaenev ccmwnczt  maans a
SubdiVitXo~  an l grenty .

major organitatio3ai
Yor rx8aqlc: The Azy, Nwy,  Air

Par ce , and Dcfezse  Supp:y Agency am l gtn=y ccmpon~ts  of
the Departaent  l D efe n s e. The PeCeral wiatits
AddnFstration,  t&n Mass T:ansportaCfoz  Adrtir.iSt:bttC::,
And the tedat Withway Acki,?istrltioz  ue l qancy compon*~ta
Of the Depa:txtezt  of Tr;rrs?ortation.

CO Aoencv nissions m e a n s those responsibilities for
meeting K'ial needs assigned to a specftic 49l3CY.

6. Hission need  m e a n s  a  r+qcireC  capabiLity vithi:,  a n
agency ’ s ovr:a~purpose  , includiag cost and schedule
considerations.

l . Procrm objectives mearrs the capability, cost  8r.C
8cheduitoab .sought  by the systuz 8t~UiSftiOn

f . Pra~ram  m e a n s  an o r g a n i z e d  s e t  - Oi activities
d i r e c t e d  t o w a r d  & cozaon  p u r p o s e ,  ob;e;Ep,  0: 90&l
undartakcn or proposed by an l 9mcy in r t o  c a r r y
out responsibilities assigned to it.

9.
terns

SYttcm dasion ecncect  m e a n s  a n  idea  rxpressc~ i n
0: gcncrrlr8pc,.ormancc, capabilities, bnd

eharaCte:is:ita  of hardware  and software oriented either  tt

(No. A-109)
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opcratc or to be operated as an integrated whole in meeting
8 mission need.

h. Major systc? means that combination of elements that
vi&l functron  togttner to product the capabilities required
to fulfill t mission need. The  tltmtnts nay include, for
example, hardwtrt, tquipmont, software, constwction,  or
other improvements or real property. Major system
acquisition programs trt those programs that (1) 8rt
directed at and critical to fulfilling an &gency  mission,

* rt2ativtly large rtmurces,  tnd;;; t~::f~n~htt5~:~~;tio~  o-
managtmcnt a t t e n t i o n . Additforral

criteria and relative do1  lax thresholds f o r the
detcrminat~;bc;f  tgtncy programs to be considered nujot
systems the purview of this CirCuhrr  mty bt
tstablishtd at the discrttisn  of the agency head.

i. zysttm accuisition process meanscff
acquitit - -&CZlV1 tats startrag f r o m

thtth~tqutnet
bgt3cy  8

rtconFili+tion  of its mission needs,  with its  ca?abilitits,
priorities and resources8 a n d  extending through the
introduction of l system into operational use o r the
otherwise sucCtssf~1  tc!Stvtacnt  of program objectives.

.
indizkt-

Life cyeit cost  means the  sum  total of the direcfr
rtcurrrng,

incurred: or
-nonrecurring, and other rtlrted COSfS

estimated to be incurred, in the design,
~rvelwmnt,  production, operation, maintenance and support
of  l major system  over  its anticipated useful lift span.
6. cencr~  policy.
dcsrgF3  to

The policies of .-this  Circular trt
assure the  tfftctivtness and efficiency Of the

;rsccss o f
p?.era1

acquiring major systcxs. They are based on the
Policy that Ftdtrql  agtncits, vhtn tcquiring  t@Or

CyStCr.8,  will:

a. Express needs in missiontc--6 an2 and  p r o g r a m  objectivess. not equipment ttrms to encourage innovation andCC?sCtrtic> in
rLterza:;vt creating, txploringr and developing

SYstm  design conccFts.
b.‘v:-n- i’:eCe  CYpbasis  on activities of the

- -. I. &C^'.i the initial-I--a:tcr?.a:;..> sition  process to alJov competitive txplorcrtion". t:crGs. system design concepts in response to mission

MO. A-109)
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C. Co~zunicoto with Congress early in the system
acquisition process by relating major system acquisitica
program to agency mission needs. This communication should
fellow  the requirements of Office of Hancgtncnt  and Budget
(OX!,)  Circular No. ~-10 concerning information related to
budget  estimates and related materials.

d. Establish clear  lines of authority, responsibility,
and accountability for management of major system
acquisition programs. Utilize appropriate mantgtrial levels
in dtcisionnaking, and obtain agency hesd approval at key
decision points in the evolution of each acquisition
program.

t. Designate 8 focal  point rtsponsiblt for integrating
and reifying the system acquisi+Con management process and
msnitoring policy impltmentation.

f. Rely  on private industry in accordance with the
policy established by OXB Circular No. A-76.

7. HA ior svstem  aeqoisitian manacentntl grncyqag major systems should:
objectives. Each

. .

a. Ensure that each  major system: Fulfills a mimion
need. Optrrtts effectively in its inttn&rl  environment.
Dcmcnstratcs a level  of performance and reliability that
justifies the  allocation of the Sation' limited rtsourcts
for its acquisition and ownership.

h. Depend
cot-petition BetwIg;

whenever tconomic8lly btntf icfA1,
similar or Cifftring system design

concepts throughoct  the  entire requisition process.

C. Ensure ap?:o;riatt  tradt'-ofi wrong  investment costs,
ovntrship costs, l chedults, and ptrforrnrnct  characttrirtics.

C. Provide strong checks and balances by tnsurinq
l dequa:c system  test  At.d  evaluation. Conduct such tests and
tvblurtion independent, where  practicable, of dtvtloptr knd
u s e r .

C. hcconplish system acquisition plamiog, built on
Ar.a:ysls 0: l qancy missions, which Uqlits  l pp:OpriatC
rtso\;:cc  al:otatron resulting from cltsr articulation of
agency  nissaon needs.

(No. A-109)
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4-. Tailor an acquisition stratcqy for each prograrr., as
s o o n  8s tht  agency decides to solicit l l%trnativt sytzc~
dtsipn concepzs, that COuh! lead  to tht acqUiSitiOn  Of a ntw
mjo:  systcc  and rc fint tht strattgy as tht program p:otetCs
through the  acqu is i t i on  proctss. Encompass ttst and
evaluation crittria and business management considcraticas
in tht strattgy. Tht ctrattgy could ty7ieally include: l

use of the contracting process as an important tool in tht
acquisition progrc  l Scheduling of tsstntirl rle%tnts of
tht acquisition process l Dtmonstration, test, &nC
evaluation crittria l Content of solicitations for proposals
l Dtcisions on who= to solicit l tacthods  for obtaining and
sustaining competition l Guidelines for the evaluation,  a>C
rcctptancc or rejtction of proposals l Coals for dtsiga-to-
cost e
rights

Hcthods for projccti?g lift  cycle costs l USC of Ca:a
l Use of warranties l Methods for l r.a?y:ing and

evaluating contrrctor and Covetnmtnt risks l xtcc! $0:

devclo$ing  contractcr  inctntivcr l Seltction of tht typt  of
contract btst scittd for each sragt in the acquisition
ptocers ' k6.Gzirtration  of contracfs.

-. 90 YIaintain  a capability to: l Predict, rtvitw,  assess,
nrqotictt a n d  mcaitor costs for systtm Ctvtlop3c~t,
rnsinccrizg, design, dttnonstration, ttst, procu:fioz,
optrazicn  and suppo:: (i.t.,  lift cycle costs) . Assess
l cquititica cost, schtdu?t
against prcdiczions,

an5 ptrfomanct txparit;;t
and providt suth asstssmtnts r

conridcra:iofi  by tht agency htaC at kty dtcision points l
vlakc new AssCssmcntS  where significant costs, schedule or
ptrfcrnancc variances occur l Estimctt  lift cyclt costs
during  cysttn  dtsign concept tvalustion and stlection,  full-
8calt dtvtlopztnt, facility conversion, and production, to
l naurt ap?:op:irte trade-offs amon: invtstmtnt  cm%,
ownerskip costs, schtdults; an6 ptrf omaxt l USC
independent cost estimates, whctt  ftasfb>e,  for cozpazisorr
puryoscs.

8. Mcnaacw2t  structurt.- -
a. Tht htad of each tgtncy that  acquirts  major systems

will dtsi~na~e  an acquisition txttu=ivt to.. inttgrazt an4
Unify the monrqtmtnt  prottss  for tht l gtncp’s major
l cquisi tiox a n d to monitor implentnza:ion of

systtm
the  pol~cict

&nC!  prattiCCS  set forth in this Circu:A:.

b. Lack agency that acquires-or is rtsponsiblt fez
l ctiViticS leaZing  to tht acquisition  of--mr.jo: sytttms will

(No. A-:09 1
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e s t a b l i s h clear l i n e s o f  a u t h o r i t y , rts?onsibiZity, cr.t
8ctountaSi?ity for nunbgtmtnz  o f  i t s major sys:em
a c q u i s i t i o n  programs.

C. tech tgtncy shbuld  prttrudt  mtaagtmtnt  Lrvtrir.5 rrrC
pl8ting nonessential rtpor%ing proctdu:tS and-  p&pttvork
requirements on progrrn mtt.agtrs  and coa%rtcto:s.

d. A program aun8gtr  will be dtrigntted  for 88th of the
8gcncy’s m a j o r rystua 8cquisttfon pro;rams  . This
designation should be made when a decision is m8dQ  to
fulfil&  a mission need hy pursuing tltemative  system design
c o n c e p t s .  It fs essential that  the program trnt5tr  hrvt  an
undarstrnding of user nerds and con8tr8ints. familiarity
with dtvelopatat ptincipler, l d requisite atnr5ement  skills
and l xperitneQ.
would include:

!detLZy,  mrn8’gtmont  skills rnd l xptfifmct
Rtstrrch and development l Optr8tzorrs  l

En5inttrin5 l Construction l Tes:ing  l Contrbeting b
frototypinq and fbbrication  of Comple⌧ systQms  l PrObJCtiCt.

Business .  B u d g e t i n g  b Finmct. with sttisfactoty
ptrfo-%anct,  the terrurt  oi the proqrm  m.;;ztr should b:
long enough  t o provide continuity persona,
l ccouz:Ability.

e. U p o n  desfgnrtios, the  p r o g r a m  mtnrgt::  should  be
given budga: guidance 8nr!  8 written chrrter of his
8uthortty, rtsponsi5ility, end l ccouxability for
l cta~lishin~  4pprOV~d program objoetiver.

8 Agency
labo&tories

trchnicrl man8pement l d Goverr;mtnt
should be cor.sidered  for  porticiphtion  i n

89wicy mission analysis, evtlurtion O f blttm8tive systtrr.
dtripn  con+epts, and support of all develepmcr.tr  tart,  8rrC
l vrlurtion l f forts.

fob&
A g e n c i e s  are  encor:rageC  t o  wo:k  with egth other  te?

O f
technology  tttntftr,  prevent unWrrr~a~~~t:U?liC&~iO~

technolo;ical  efforts, rtduet system , promote
StrncZrr2itatioa, tnd  help ertttt  and mintair.  A tom?t=irivt
tnvir0nntt.t  f o r  en  acquisition.

9. Key  dtcisisns. Technical 8nd  pro5rm  Cecisions  noxbXy
will be nade tt +ht level o f  t h e  tgtnty tox?oncn:  0:

zi:i::dt5points should be ret&C and mtdc
activity. llouevtr the following four key

b y  the rgency
herd:
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Exhibit 1-150-A

a. Identification and dcfinitiot.  of a specific  missio::
need ts be fuLfillcl, fct relative  pt~ority  a s s i g n e d  witkin
the 8gcncy.  and tht  qer.cral  maqnitude  of resources that may
be invcs  ted.

b . Selection of com~ctitivt  system dtsiqn  concepts to
be advanced to a ttst/dcwnstration phase or authorization
to proccad  wit5 the Ccvclopmcnt of a noncoRprtitiva binglt
concept) system.

C. Commitment of a system to full-scale drvefopncnt  and
lrmitcd production.

d. Con.nitmtnt  of a system to fufl  production.

ZC. Determination ot mission needs.

8. Determination of misgton  need should be based 0:: an
analysis of an 8gcncy’s niission reconciled vith overaL
cdpabilitios,  priorities and resOCTCeL. &Cen analysis of a.'i
l +mcy*s mission shows that a need for a new major system
exists, such a net& should not be  befined in equipment
terns, but should be defined in terms of the n$srion,
p::p3se,  capabiLity, l qency coqosezts  Involved, schcd=Ze
8t.C  cost objtctzves, and cperatinc;  constraints. A mission
need may result from a dsficier.cy  f.-r  e x i s t i n g  rqeney
capabilities or the decision to cstabiish  new  capabilrtics
iz rechnoloqically  feasible opsrtuaity.
?Ii~sf~~~~% k rndcpendent of any particular system o r
tedmological solu+ion~

b. Where an l qency M;1 mxt -than one component
AnvoJvod, the agency 8srrfn t h e roles am?
:copor~s~bilities of Q8ch  tom?br.errt  at the time of the first
key bcirion. The agency may permit two or more 8qcncy
coz?cr.ents  to sponsor cozrpctitiva  system design concapzs  in
order  to foster innovation and competition.

C. Agencies rhould, as required to srtitfy  mission
rts~nsitilitics, contribute to the technology  base,
efZactivcly  utfzizinq  bo:h the private sector and Goytrnac.?t
Zatoratories  ant in-?,ozst  technical centers, by conducting,
sI;p?orting  ,  o r rponsorrnq: l  Rcsearc;‘l  l
CaZctpt stubics l Pzoof o f  concept work

fystcm dcsiq:,
Exploratory

sUQsyStC.f. Cevc:ogi%cr.t  l  T e s t s  a n d  CValUatfOnt.  AF:lfed
tcchnolo;y  c,,“orts  oritt.ted  to systos  developments should be
?tcforr.cd  in rcspot.rc  to approved mission needs.

(No. A-109)
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11. hlttmativt 5vsttms.

t. Alttrnativt  systta  design conctpts will bt tx;larcC
withi tht conzext of tht l gtncy’s mission ntcd and  ~rograa
objtctiver--wit!\ emphasis on gtntratiag  imovczion and
conctpturl conpttition from indust,y  . Btzcfizs to bt
dcrivtd should bt optimiged by compe%itivt  tx??orazFm of
rltrrnrtive systtm design conctptsr a n d trrbe-offs o f
ctprbilify, schtdulr, and cast. Care should be l xtrcised
during tht iniztal sttps of the acquisition  proctss aof to
conform  nission weds  or program objtctives  to any k n o w n
systtns or products that might foreclost considtrtzion  of
l ltt:nttZvts.

b. Alternative systtm Ctsiv  conctpts vi11 he soLiZ:fttd
from A broad  bast  of qurLiCr&firms.  In or&r to tchitvt
tht most prtftrrtd system sofktion, emphasis wiL1 bt placed
on innovation and cocpttition. To this end, participation
o f  smalltr a n d  ntvt: businesses skouLd be l zcou:agtC.
Conctpts  will bt primarily solicited fros private industry:
8nC uhtn beneficial to tht Governant,  fortisn ttthnology,
and equipment may.be consic!ereC.

c. Ftdartl  laboratories, fcdc:alP;  fun&d restirclr  tad
dtvtlopnent  centtrs, education81 institutions, and othtr
not-for-profit orgrniza=ions m&y:  also b e  considcrtd 8s
sourcts
conctpts,

f o r  compctitivt  syrc,en dtsign  c;rtpts.  fdtas,
technology, developtd

hborttories”&  at  C~vemmtnt  l xmnse8 may he mad;
Govcrnac3~
available

to private indust,cy  through the proclrtntnt  procws  or
throusb  other l staSlishtd procedszrs. Industry proposals
my bt madt  on the basis of these ideas,  conctpzs,  l d
ttchnology  or on the basis of femible l lttraativts which
fh+ proposer considers superior.

d. Rtstarch and dcvtlopment  efforts should tnP:ttsitt
trrly cor2ctitivt  l xplo:ation  of l Itetnatives, 8s rtlatively
incxptns ivt insuranct
choice of

tgtinst  prtntturt  o r  prtordaincd
a systtm that stay prove to be l ithtr more cos+iY

or ltss  effective.
?tqucsts  for alternative systm dcsfm conctpt

the mission ntcd, schedule, COtZr
caprtility and

offtror
objectives, operating cons tratnts  . Each

will hc free to praposc  his om ttchnical tpprotcha
~~:~dud:sign  features, subsystems. and l 1ttrnativts to

. 1 * Cost,  8nd capability  goals. In tht conctp:url And

(No.  A-109)
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l e s t than full-scale development stages, contractors sheik,’
not be rcsttittcd by detailed Govtrnnent spccifica~ions .
standards.

f . Selections  from conpetinq system dtsfsn tor.ctpt
propot 1s vi11  he based OR a review  by a team of cx?ertsr
preferably fro!?  inside and  outside  the responsible co!?pontnt
devcloFt.?t  organization. Such l review will consider: (1)
Propose;ii;f;;m  functions1 and performance capabilities
meet - needs and program objectives, includi:;
resources required and benefits to be derived by traCt-offs.
where feasible, rrnonq technical perfomance, l cqGisitio3
costs, ownership costs, tfme to dcvclo?  and  procure; and (2)
The releva.?t  accomplishment record of compctLtors.

9. During the unce:t ain perfcd of idmtifyinq  and
exploring 8Itrrmtive system  design conct?=s,  co~trtcts
cavcri.-rg,rc~ativcly  short time periods at planned dollar
Jrvels will be used. T’fnc  ly technical raviews  of
&lternative  system  design concepts will  be made t o  rfftc-.
the orderly l lin.inatfon of thost  ltast 8ttrnttivt.

h. Contractors should be provi:'td  vith optzational  ttsf
conditions, mission perfozzanct crittzib, arrd  life cycle
cost factots that will  be useti  by the agency in the
evalustior. bt.d  selection of the system(s) for full-scrie
devetogmnt  and production.

i. The particfpatiag  contractors should be provide2
with rc~tvmt  operational and  support tx-,ctirz;f  t?.rouqh  the
proqrar,  ma:;agc:,  as necessary, in Ctvelopirq  ptrfornanct  and
otlror rtqUremtnts  for eat.? l lttrnative systtn  dttiqn
concept  &s  tests and trade-offs are  made.

j. Development of subsysttnt that are intended to be
fncludtd  in a mcjor systcz  l eqtzisition program will be
restricted to less than fully dtsiqntd hardwa:c (full-serlt
development) until the subsystem is idtntified  as a pa:t  cf
b System candidate for full-scale devtlopncnt. &cecptiorrs
my  be authorized by tht agency he&d  if tht su5systtrr.s are
long lead time  items  that fulfill a recognized qtncric need
or if they  have a hi5h  pottntial for coma use bmons
sevcrbl  txistins  or future systems.

(NO. h-109)
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12. Dcnons:zations.

ph2
A d v a n c e m e n t  t o  8 con.pttitivt tcrt/Cmtnstrattc~
nay be  tpprovtd when the agency's  miSSiCn 3ecC at.2

proqraa objectives WC reaffirmed and whe.7 l lttrna:ive
system  dtsisn  concepts are sthcted.

b. Major system acquisition programs vilZ  be stacturcd
md resources planned  to dcrr.onttrate  and evaluate competing
tlttrnatfvt system design conct?ts  that have bee:, sa:ccttC.
E x c e p t i o n s  m a y  be  au+!?oriztC  b y  the  bqtncy hard i f
dtmonstrttion  is not feasible.

et Dtvtlopaent  of a singJt  system CtsiCn ctnccx tka:
b8t  n o t  been  confctitively scltc:td  shou2C b e  cct.siCcre:!
Only if fus%ifitd by factors  guch  ts urctncy  of need,  of by
the  physical
l lte:n8tives.

and financial impracticality of de==ns:;qtin;
Proceeding vrth the devt  lcgzent

nonco~jctitivt  (singic  concept) ryst?a  may be authti:ed  k;
th tqtncy htbC. Strong a g e n c y  proqrrm managezen= and
technical dircczion should be  used for systems  tbr: have
been neither toz.pctitively  selected nor draoastrrttd.
1 3 .  Full-scale  Ccveiopncnt  azd  productfen.-w

8. rull-scAlt devtlopmentr including lfmite21
production, may be  approved  where the tqtncy’s missitr. net&
and pro?=am objeetiver are rtaffirzed a n d cozpetitivt
demonstration results verify thtt the chosen systen dtstf::
concept(s)  is sound.

b. Full producfion  nay be &pprovtd  vhtn the  8qtncy'r
mission need  tr.d program objretives art rtatLiz%ed  and wht?r
systtn pcrforn.onct has been S8tiSfaCtOtily tested,
i n d e p e n d e n t  o f the qtncy dtvcloFment  8r.C user
or~anirrtions, and evaluated in an tnviroantnt that l 3su:es
demonstration in expected operation&l conditions.
Exceptions to independent testing nay be  tutborftcd  by the
tqtncy head undt: such circumstances IS physical o:
financi&l  impracticability or cxt:emt  urgencya

c. Selection of l syrtc3ls)  aad  tontrrctor(s1  for lirll-
sealt,dtvclopment and  production is to be made  on the brtis
of (1) system  pcrforxanee  measured against  current  nission
need and  ptoqtam  objectives, (2) an evaluation of cstimateC
wquisition a n d ownership costs, and (3) such factcrs  CLS
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contractor Is I dc!mnst:atcd manaqemtnt, financial, azd
technical capa5iiitics  to meet pro~rm  objectives.

d. The prosram manager vi11 monitor system tests an2
contractor progress in fulfilling system performance, Cbs:,
8nd Schedule comii  tzents.
v a r i a n c e s will be

S i g n i f i c a n t  rrctual  0 :  fEjec8st
brought to the ottcnticn the

l pptogriatc hazaqemont  authority fat  corr+ctivr  action.
14. Budettitx  and financincr.  Beginning with  p'Y 1979 all
8gcnEsTlr 8s part of the budget processr Frcsezt
budgets in terms  of agency missions in consonance vi3
Section 201 (i) of the Fudgct  and Accountfnc:  AC:, 2921,  at
added  by Secticn  601 of the Congressional OuCgQt  Act O?
1974, 8nd in accordance with  0x3 Circular A-11. In so
d o i n g ,  t h e  rgcnciet  a r e  dttirtd  t o  scpcately iCentffy
r e s e a r c h  a n d  davelopxtnt fundkg f o r : (1) The generri
technology base  in support of the l ~c~cy’s  overail  missions,
(2)  The specific development effort?; in supgort cf
alternative system desig.? concepts to l ccoqlish c8ch
mission need, ant! (3) Full-Scala  devtlopmtnts. Each agemy
should ensure that research and dcvclopment  is not
undesirably duplicatea  across its missions.

15. fnfomation  & Congress.

8 . Procedures for this purpose vi11 be developed in
Conjunction vith the 9ffice of Ma?.agc!nerrt  and Budget and the
var iou s cord t t e c s  05 Congress having oversigkt
rQS?onsfbility  for agency activities. Beginning vith fY
1979 bAdget each agency will inform Congress in the norsal
budcet  pa-oecss
deficiencies,

about agency missions, CapabilitiQS,
and needs and objectives rtla:cC t o

l tquisitio3 programs, in consonance with Secrion  601(i)  of
the Congressional Budget Act of 1974,

b . DiseZosure  of the basis for an agency Cedsion  t o
proceed vith a single system design concept vith:;:
cozpctitivt  selection and demonstration vi11 be made to
conqrcssional mthorization  and appopriation co~ittcts.

.3f. J~olcncntation. All agencies vi11 work sloscly  vith CYQ
Office of Management and Budqtt in resolving cr:,
im?lcnentation  problent.

17. Sub-issicws  to Office of Hsnaocncnt
hgcncrcs ~~11  subGt  tncfollGing to OPS:

p& BuCcct  .
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8. Policy dtrtetivcs, regulations, rnd
t!xy ate issued.

pLetLi.-rcs  at

b. Wit!&3 s i x  raonahs  after tht  Catc o f  this CircSzr,  a
t in t -phased  8ction pl8n for meting  the rcqsi:e~eS:s of zis
Cfr cdar  .

c. Pariodfeally, the 8grncy approved
pe-aittrd  undcz th provisions of C&r Cfxulrr.

rx+rp:ftns

18. fz:crc~riat. All questions  o= irrqdrfrs should sesubw  ::ec t: the OS, k&nirrisrzator  for Federal P:ocs:ezezz
Poliq. feleph0n8  nw&er, area  coee,  2020m-4677.

ppprovtf:

P -y
W - - 4 p - -

,I’ 3Ams  7. LY!21
. ’ DZii’clOit
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